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EASIEST TO OPERATE! Convenience features like exclt 
Magic" Margin and Twin-Pak", the instant-changing ribbon 
save time and cut typing fatigue to a minimum! 


UNEQUALLED SPEED! The Royal Electric’s unique feather- 
light touch and split-second response make it the fastest type- 
writer of all. Work is done in record time! 


MATCHLESS REPRODUCTION! No heavy characters, no faint, 
fuzzy ones. You get the sharpest, most perfectly aligned work 
ever to come out of a typewriter. 


P. S. For a more satisfied boss and a pleasanter job, start hint- 
ing for a Royal Electric right now. Your Royal Representative 
can arrange a demonstration and free trial in a jiffy. Old type- 
writers are worth plenty in trade. 


* ROYAL SPENCERIAN, one of 74 Royal type styles. 
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New DICTATION DISC SETS -specializing in the . 


BRIEF FORMS AND PHRASES 
and the 


500 COMMONEST WORDS 











Special Set No. 38 com- 
prises 31 different business letters 
containing 2,442 repetitions of the 
brief forms and 572 repetitions of the 
phrases, dictated in speeds of 60, 70, 
80 and 90 wpm. EACH OF THE FOUR 
RECORDS CONTAINS EVERY BRIEF 
FORM. 


Special Set No. 39 contains more 
than 2,000 repetitions of the 500 
commonest words dictated into 31 
different letters, also in speeds of 
60, 70, 80 and 90 wpm. 





15 Minutes Dicta- 
tion On Each 45 
RPM Record! 


Dictation Dise 
Records Available 
In All Speeds! 





The immense value of these two special vocabulary sets cannot be 
stressed too strongly. Teachers and experts readily agree on the im- 
portance of the brief forms and phrases as a necessary fundamental 
to speed building. These words must be learned if you wish to become 
a really good shorthand writer. They occur so frequently in business 
letters that learning to write them proficiently never fails to increase 
your speed. What better way is there to automatize these most important 
shorthand words than through the intense repetition practice that is 
offered by Dictation Discs? 

These two special sets, No. 38 & No. 39, were prepared for Dicta- 
tion Dise by Dr. A. E. Klein, Associate Professor of Secretarial Studies, 
College of the City of New York. | 


) Look What These Experts 
Say About This 
Wonderful New System 


“No student in search of shorthand speed 
can afford to be without brief form and 
phrase set No. 38. These records contain 
the most valuable dictation material I have 


ever seen.’ PAUL SIMONE, Instructor, Columbia University 
Author of “‘A Stroke in Time’ 


More Shorthand Speed Means More Money For You! / 
Thousands have used this effective method and increased their speed 
as much as 50%. Big pay raises come automatically with higher short- 
hand speeds. Read what the experts say about this new way to improve 
your skill. Start right now to build your shorthand speed by putting this 
remarkable system to work for you. 


“The key to shorthand speed is regular dic- 
tation practice, and your records provide the 
student secretary with a rich supplement to 
such a program. The very precise and clear 
manner in which they are dictated makes 
easier the climb to greater shorthand speed.” 


WILLIAM COHEN, World's Shorthand Champion 
(280 wpm for 5 minutes) 


“In my estimation the Dictation Disc Sys- 
tem of developing speed is the best I have 
ever seen.” 


THOMAS COLE, Chairman, Committee on Professional Education 
N. Y. State Shorthand Reporters 


Send No Money! Mail The Coupon Now! | 
Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Disc just for you. Check below the ones you want. Send no 
money... just the coupon. On arrival pay price indicated plus COD and 
handling charges. Or, enclose cash, check or money order now and we 
will ship your records postpaid. Either way—this method MUST do 
everything we say it will or you may return the records in 10 days for 


full refund. Mail the coupon now. 
ALL RECORDS PREVIEWED 


° » ° 170 Broadway, -< 
TRANSCRIPTION KEYS NOW AVAILABLE Dictation Dise Co New York 38, N.¥.<_2 
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DICTATION DISC COMPANY ORDER COMPLETE SETS AND SAVE UP TO 18% 
170 Broadway, Dept. TS-11 





78 R.P.M. $2.00 ea. 
Set No. 61~78 rpm 





New York 38, N. Y. Set No. 38-45 rpm 


. ‘ 4 records—$1.75 ea. 
Please send me the records indicated. 


0 No. 91.60 Brief 
; : sate = 6 No. 92.70 form & 
On arrival I will pay price indicated C) No. 93. 80 phrase 
. “a1° 1) No. 94. 90 _——ifetters 
plus COD and handling charges. I CO Complete Set—$5.75 


must be delighted or may return rec- 


Set No. 39-45 rpm 
ord(s) in 10 days for full refund. te r 


4 records—$1.75 ea. 
Business Letters 


O) No. 95.60 500 


[] I enclose full payment now, please 5 No. 96.70 — most 
7 [) No. 97. 80 used 


ship records postpai fF No. 98.90 words 
I di osty aid. C) Complete Set—$5.75 


Set No. 40-45 rpm 
NAME eae 4 records—$1.75 ea. 
Business Letters 


1 No. 41. 40 & 45 
ADDRESS ; Lj Ne. 42. 45 & 50 
C} 


No. 44. & 60 
() Complete Set—$5.75 
CITY cual ~ FE enc Renin 
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45 R.P.M. $1.75 each 


Set No. 41-45 rpm 
4 records—$1.75 ea. 
Business Letters 
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) No. 4. 70 & 80 
} Complete Set—$5.75 
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Set No. 42-45 rpm 
4 records—$1.75 ea. 
Business Letters 
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bd .- 
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C) . 8. 90 & 100 
L) Complete Set—$5.75 
Set No. 43-45 rpm 
4 records—$1.75 ea. 
Business Letters 
1 No. 9. 100 & 110 


Set No. 44-45 rpm 
4 records—$1.75 ea. 
Business Letters 
© No. 13. 100 & 110 
[) No. 14. 110 & 120 
() No. 15. 120 & 130 
(J No. 16. 120 & 130 
LD Complete Set—$5.75 
Set No. 47-45 rpm 
4 records—$1.75 ea. 
"Office Style Dictation 
1) No. 23. *(untimed, with 
[) No.24. corrections. 
) Interruption 
(J | No. 26. & insertions). 
LJ) Complete Set—$5.75 


Set No. 50-45 rpm 
4 records—$1.75 ea. 
Legal Dictation 


1 No. 31. 80 & 90 
C) No. 32. 90 & 100 


O Transcription Keys Including Sets 38, 39, 40, 41, 42, 43, 44, 47-Complete Book $1.00 


ANY TWO SETS ONLY $9.95 


(ees meses es es es sce rs es es re es scree ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee 


3 records—$2.00 ea. 


© Ne. |. 60 & 70 
©) Ne. 2. 70 & 80 
C) Ne. 3. 80 & 90 
C) Complete Set—$5.25 


Set No. 62-78 rpm 
3 records—$2.00 ea. 


1) No. 4. 90 & 100 

C1) No. 5. 100 & 110 

C) Ne. 6. 100 & 110 

©) Complete Set—$5.25 


331; L.P. $5.00 ea. 
Set No. 71-33% LP 
2 records—$5.00 eo. 
© No. t. 60, 70, 80, 90 
C) Ne. 2. 70, 80, 90, 100 
(C) Complete Set—$8.75 


Set No. 72-331/, LP 
2 records—$5.00 ec. 


0 No. 3. 90, 100, 110, 120 
0 No. 4. 100, 110, 120, 130 
(0 Complete Set—$8.75 
0D Sets 71 & 72—$16.50 
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COMING UP... 
a very important day for all Americans 
Election Day. It’s a chance to cast 


a vote for the party and candidates of 


one’s choice, a chance to speak up for 





I HAVE 
VOTED 


‘ay 


one’s beliefs. Yet millions of Americans 
don't bother going to the polls. Strange. 
because they re usually the ones who com- 
plain loudest about political conditions— 
after the elections. Part of being 

a good secretary lies in being a. 

eood citizen. To those of you of 

voting age we say, “Please vote.” You 


wont be sorry. 


DOWN IN WASHINGTON ... 

voles and politics are all-year-round 
concerns. Just ask Evely n Norton Lincoln. 
Her boss is dynamic. young Senator 
John Kennedy of Massachusetts. As he 
becomes more prominent. Evelyn's 

work load becomes bigger and bigger. Yet 
she wouldn't give up any part of her 

job as “The Senator's Clock-W atcher.” 


SAYING NO. 
can be a real art. Jacquelyn Wentzell 
shows vou how you can do it—via 


the letters vou write. 


WINDOW SHOP... 

on this month’s fashion pages—then 
order the clothes of your choice by mail. 
No fuss, no bother—an easy way to 


add to your wardrobe. 
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ON THE COVER: Of to celebrate the 


election returns—today s secretary in a dress 
pretty enough to reappear at parttes a 

J 7 
u“ r long. Black crep ri 1 gracet 


gh-low waistline and harem skirt. By Junior 
Sophisticates. Sizes 5-15. $45 

{t Bonwit Teller’s, Neu York: J] P. Allen 
Co., Atlanta; Joseph Magnin, San Francisco: 
Jenny, Inc., Cincinnati. 


Shoes: Capezio. Je welry Varvella. 





SUBSCRIPTIONS: Send subscription correspondence and change of address to 
Subscription Manager, Topay’s SECRETARY 330 «OW 42 Street New York 36, 
N. Y. Subscribers should notify publication et of any change of address 
giving old as well as address, and including postal zone number. if any. If 





possible, enclose an address label from a recent issue of the magazine. Pleas 


allow one month for change to become effective. 


Postmaster: Please send form 3579 to Today’s Secretary, 330 W. 42 St., New 
York 36, N. Y. 
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ELE CT: RAMATIC ...the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That is 
why Panama-Beaver, leaders and pioneers in the development of highest 
quality carbon papers and inked ribbons for over half a century, have gone 
through years of research, taking advantage of their vast knowledge and 
selected skills to bring you “SELECTRAMATIC.” This carbon paper 
has the cleanest finish ever, is easy to handle and gives you longer wear 
and service. “SELECTRAMATIC” lets you erase without a trace! 


Panama-Beaver’s only business has been, is, and always will be to develop and 
produce superior carbon papers and inked ribbons for all business machines. MANIFOLD SUPPLIES CO. 


os - a Brooklyn, New York 
Do yourself a favor—try “SELECTRAMATIC. 
Call your Panama-Beaver man, always a live wire! 


t mber. 1958 





FILING NEEDN'T BE A GAME OF... 














HOUNDS 


Chasing the letter, invoice or other paper you want is neither 
efficient nor. profitable—and totally unnecessary if you file by the 
ACCO method. Let your Stationer brief you on Accobind Folders, 
Accopress Binders and the Acco System for keeping papers in 
order and safe. 


“ACCO BOUND PAPERS ARE SAFE PAPERS’ 


ACCO PRODUCTS 
Division of NATSER Corporation 


Ogdensburg e New York 


In Canade: Acco Canadian Co., Ltd., Toronto 











J ROUND CORNERED 
gs AND EMBOSSED 


SHADOWBOX 
¥ 


25-91 \ 


50 for $2... from one pose = f/f) 
plus 25¢ shipping... 
including special bonus 
of Starlite Case 
and Frame 








Friendship Photo's excitingly new and different 
Shadowbox Prints with deep-sunk embossing and 6 bf po- 
softly rounded corners add subtie glamour to that 
treasured snapshot. Prints are wallet-size... 242" x o Cc at 
3%". Satisfaction guaranteed. Order today. am) 
iinet J FE R E E ’ P 
Starlite Case and a wre 4 co 20 
Frame with each $2 ‘. v4 
order. Use as beautiful e <— — 
double frame or utility * — A Y ee 
case a 


50 for $2 from one pose. 
= eee ee ee ee oe oe 


“e <7 we 
Friendship Photos, Dept. F-11, Quincy 69, Mass. 

Please send me 
25 “Shadowbox” Friendship Photos . . . from one 
pose... $1.25 enclosed. 

(>) 50 “Shadowbox” Friendship Photos . . . from one 
pose... . $2.25. | am to receive bonus of Starlite Case 
and Frame at no extra charge with my order of 50. 

| enclose photo, snapshot or negative which you will 


Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


rf —~-MAIL COUPON TODAY-~~= 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 














return unharmed. My money back, airmail, if I'm not | 
completely satisfied. | Please send me a free copy of your Folder. | 
OIDs 055400065000c res pasesendeceenseeiceseenne 
| Name | 
PIONS, 6 ciicsccrenvvsaneseswenssecesees coccece e 
iss ws 4cucuiedveunauweeeaeusenanene Zone ..... ee | Address | 
rere (ansbersusssacnawaan easanseeeee | City Zone___ State | 
moe oe ee ee ee (Picase Print) eo ooo | he 
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Watch Your Vocabulary Please: Dr. Ellis Weitzman, of 
American University, suggested that personnel be 
wary of prospective employees who scored high in 
word skills; his studies show that men who scored 
higher in numerical and non-language skills had more 
"wholesome" and balanced social and emotional 
characteristics. 
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The SOth Edition of the National Business Show was held 
in the New York Coliseum from Oct. 20 through Oct. 
24. It featured almost 400 exhibits covering 500 
different product lines and marked the entrance of Rabie 
several new companies into the office-equipment 
field. Of Special interest was an area recreating 
the business establishment of 1908. 


Man Replaces Machines. In a recent article written 
for Office Management, Earl R. Cornwall, of Service 
Systems Corp., noted that the Age of Automation is 
not yet a reality. "Too true," groan harassed 
businessmen. But wait, help is in sight. The 
answer, Says Mr. Cornwall, is to improve the sSuper- 
vision of present personnel and methods to obtain 
their maximum efficiency. Three elements are 
necessary: analysis, communication, and planning. 
With time to develop these all-important areas, 
your problem is licked. 


We don’t guarantee 
romance—but we do 
promise that you'll be 
a better Secretary it 
you use A.W.FABER 
ERASERSTIK, the pen- 
cil-shaped, white pol- 
ished beauty that lets 
you erase without a 
trace. Removes a sin- 
gle letter without blur- 
ring rest of the word. 
Pick up a few at your 
Stationer today. 
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Everybody Loves Commercials. Mr. Paul Weeks, vice- 
president of H-R Representatives, has advanced a 





AW.FaBER GRASERSTIK GAIL SERVICE) 7099B 


x 
soothing theory for the benefit of those sensitive Which point a 
souls who cringe at the thought of overcommercializ- do you prefer? 

ing on radio or T.V. “Such programming attracts MEDIUM or AVERAGE e 
large audiences because the sound is good despite, THIN or BLUNT 2 
or more likely because of, the entertaining ; x 
commercials carried." So says Mr. Weeks. ERASERSTIK gives (9 
you your choice ~ 

AUTOMOBILE NEWS. 1959 autos of Chrysler Corp. will Point it with any . = 
: : : mechanical or hand Toy 

be equipped with front swivel seats for graceful sharpener. ow 
entrances and exitsS--good news for fashion-conscious = 


wr = 


women with that new tight-skirted look. MEMO TO THE 
ECONOMY MINDED. The Carrier Airconditioning Co. 
will no longer change unit models every year for the £ 

Sake of change. "Our decisions will be guided by \7 RASER TIK . 
the relative advantage to the consumer."... Second- 
hand computers are now in the market. Price is 
one-half of original cost... The Columbia Ribbon and 





With brush 20¢ Without brush 10¢ 
7099 and 7099B gray all-utility i 


: . 7 ERASERSTIK for pencil, ink or | 
Carbon Mfg. Co. offers typewriter ribbons of typewriting 

unbreakable "Mylar" polyester film. Excessive 7066 and 70668 for those who 
thinness gives 50 per cent more ribbon per spool-- prefer a soft, red typewriter eraser. 





good news for secretaries and their bosses. AW.Faber-Castell Pencil Co. Newark 3, N. J. 


‘ 
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THE 


Flexibility and then some, that’s NU-KOTE, the first plastic-base 
typewriter carbon. Just one grade and finish for any typewriter 
and practically any copy job imaginable. NU-KOTE outlasts 
ordinary carbons 3 to 1, makes the cleanest copies, keeps hands 
clean, too. You get clear, sharp copies, first to last—as your 


carbon paper 


is (Os BD 


carbon for any typewriter, 
and nearly every copy job! 


free trial will prove! Available only through your local dealer. 


For a FREE SAMPLE of NU-KOTE just mail this coupon, 
attached to your company letterhead. 


° ¢ 
wi Ko" 


Buy 
see thi 





@ uo 


Dealer Sales Dept. 

Burroughs Corporation, Detroit 32, Michigan 

in Canada write: 

Acme Carbon & Ribbon Company, Limited, Toronto 13, Ontario 


TS-104 


Name 





Firm 
Address 
City 








Zone State 











Q. Is therefore correctly used as a first word 


of a sentence or paragraph? 


A. Your question on the position of 
therefore doubtless stems from the gen- 
eral rule that, since the beginning of a 
sentence 1s a point of emphasis, the posi- 
tion should be reserved for important 
words. With this rule in mind, you can de- 
cide whether therefore should stand first 
in a sentence. It is often a strong word. 
indicating that it should be displayed: for 
example, “Miss Ames is a superior secre- 
tary. Therefore, | recommend her for the 
position. The word would be less likely 
to start a paragraph. 


Q. When a letter is sent “Air Mail,” should 
this be noted on the letter? 


A. Such notations as “Air Mail,” “Spe- 
cial Delivery,” etc., are usually typed be- 
low the identification initials at the foot 
of a letter. In many offices, however, this 
information is typed only on the file copy. 





Q. Until recently I thought that corpora- 
tion and incorporated meant the same thing 
when used with a company’s or firm’s name, 
as the Blank Company, Inc. Now I notice 
that a restaurant chain, with offices in New 
York and Chicago, is a corporation in Chi- 
cago and is incorporated in New York. 
Will you explain this? 


A. Corporation and incorporation (and 
sometimes even company) are used to 
designate a corporate status. But the state 
of New York is one of the few states 
that require the name of the corporation 
to include notice that it is a corporation 
by using “Inc.,” “Incorporated,” or “In- 
corporation.” In New York State the use 
of the word “Company” without further 
designation is not enough for an incor- 
porated unit—it could be a partnership, 
firm name, etc. It is because of this re- 
quirement by New York State that the 
difference you mention appears. 


TODAY’S SECRETARY 


BUSINESS ENGLISH 
E. Lillian Hutchinson 


SECRETARIAL PRACTICE 
Madeline S. Strony 


BUSINESS LAW 
R. Robert Rosenberg 
BOOKKEEPING 
Marshall Hanna 
TYPEWRITING 
Alan C. Lloyd 
BUSINESS ARITHMETIC 
Vivian W. Aline 
SHORTHAND 
Charles E. Zoubek 
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QQ, Will you please git 
ies for the use of numerals in dates in the 
vly of letters? 


e€ me some definite 


{. When the name of the month pre- 
cedes the day, either in the date line or in 
the body of the letter. do not use th. st. or 
d after the figure. Write “August 1.” for 
example. 

When the day pre edes the name of the 
month or when the day stands alone in 
the body of the letter, include the th, st, 
as “the Ist of August,” “on the 1st.” 


or ad: 





0). 1 dise ussion has arise n in our offte e re 
x d 
garding the class fication oft the occupat on 


f secretary. Some consider it a professional 
cupation; others. skilled labor. We are in 


terested in the k vp rts opinion, 


{. The controversy about the status of 
from the fact that 
every Jane who can type and do a little 


the secretary stems 
shorthand considers herself a secretary. 
[his is not so. 

\ true secretary is a partner in manage- 


ment and is definitely of the “pro- 
fessions.”” 


Certified 


cate, they will be so regarded, 


As more girls qualify for the 


Professional Secretary certih- 


(). ] have a proble nm concerning office tele 
‘ J 
ne conversation. Otte i ad calle r will ask. 


a VJ ° Jones busy a 


] assume he means is 


VJ ° Jone s available fo speak on the phone 
li / answer, “No.” ] in ply that Vr. Jones 
j net doing any work: / l ansiver, “Ves” 
( person assumes he cannot speak i th 
Mr. Jones. Hou I handle this situat 
thully 7 
. ° . 
¥ \ person s choice of words can be 


ising. In answer to your question “Is 
r. Jones busy?” you could say this: “Mr. 
Jones is busy, but I know he will be 
eased to speak with you,” or “Mr. Jones 
conference, but as soon as he is free 

\| have him eall you.” 
(Continued on page 40) 
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Verifax Bantam 


Copiers °99* each 


Pays to have one 
in every department! 


Almost every secretary knows 
how an office copier saves pages of 
retyping, speeds communications, 
allows short cuts for boss and secre- 
tary alike. 


Vow, with the 
Kodak's new $99.50 Verifax Bantam 
Copier, even greater saving 


} 
, are assured, 


As systems men see it, putting a 





Makes 5 dry copies in 1 minute for just 


> 


2'4¢ each. Outperforms copiers costing 


up to 4 times as much! 


eeeeeeeeeee eee es © eMAIL COUPON TODAY:+********* 88% # #* 


EASTMAN KODAK COMPANY 


introduction of 


Verifax Bantam in every depart- 
ment ends those “‘ten minute”’ trips 
to a distant copier. Savings in “travel 
time,’ alone, pay for each copier in a 
month or two. And think how much 
easier your job—and all the other 
girls’ jobs—will be. No one need 
take more than a few steps to get 
quick copies of reports, letters, orders 
—what have you. 

Call your local Verifax dealer 
for free demonstration right in your 
oflice (check “Yellow Pages” 


** photoe Opy ing” 


under 
“duplicating” of 


machines 


Price facturet ested | 


[erifax Copying 


DOES MORE... COSTS LESS 
... MISSES NOTHING 





Business Photo Me thods Dix P 343 Stat =t.. R o« heste! +. N \ : 231-11 


Gentlemen 


Also names of nearby dealers 


Send folder describing Bantam Copier in detail. 
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ELECTRIC TYPEWRITER COMPARISON CHART 


SMITH- Brand Brand Brand Brand 
CORONA A B Cc D 










AUTOMATIC MARGINS 
Simple one-hand, YES NO NO YES NO 


one-step operation. 


SIGNAL LIGHT 
Positive visual indication YES NO NO NO NO 


if motor is ON or OFF. 


TOTAL TABULATOR CLEAR 
Clears all stops instantly YES NO NO NO NO 


without moving carriage. 


ERROR CONTROL 
Simplifies correction of errors YES NO NO NO NO 


and line justification. 


BOTTOM MARGIN INDICATOR 
Page Gage accurately YES NO NO YES NO 


indicates bottom margin. 


88 CHARACTER KEYBOARD 
Standard at YES NO YES NO YES 


no extra charge. 


KEYBOARD SLOPE 
Key top slanted to fit YES NO NO NO NO 


natural movements of fingers. 


ROLL-FREE ACTION 
Releases typebar cams YES NO YES NO NO 


with no “‘scuffing"’ action. 


SAFETY COVER 
Motor shuts off when cover YES NO NO YES YES 


is raised to change ribbon. 


CUSHIONED TOUCH 
Eliminates jar to sensitive finger YES NO NO NO NO 


tips at end of each stroke. 


THE WORLD'S FASTEST 
ELECTRIC TYPEWRITER YES NO NO NO NO 











































































DECIDE FOR YOURSELF! 


Before you buy, compare Smith-Corona 
with any other electric typewriter made! 


Feature for feature, point for point, compare the Smith- 
Corona with any other machine on the market today. You’ll 
see why the Smith-Corona is not just equal... but superior 
to every other brand! Before you buy an electric typewriter, 
call your nearest Smith-Corona representative, and have 
him demonstrate the many exclusive features that make 
the Smith-Corona today’s soundest typewriter investment! 


Smith-Corona Electric 
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PORTABLE COLLATOR. Developed for offices 
not requiring expensive collating equip- 
ment. Manual, fast, non-fatiguing, two- 
handed operation. Normal speed—6.000 
sheets an hour. Made of aluminum, weighs 
7 pounds. A compact 15 by 17% by 11 
inches, Price, $37.50. From the A. P. Heinz 
Co., Dept. TS, 2422 Lunt Ave., Chicago 45, 
Il. 





CARBOFF. Single sensitized copy sheet replaces usual carbon and 
copy sheet duo. Special wax process manifolding method eliminates 
carbon smudges. Tamper-safeness, moisture-safeness assured. Fifteen 
to 25 copies from a single typing. Actually improves with age. Avail 
able in six colors and five weights in sheet or roll form. I rom \ axon 
Carboff, Inc., 8 Commercial St., Rochester 14. N.Y. 


CHECK WRITER. Called the Faymus Model 
H. Check Protector and Writer. Engraved 
rrass numbers indelibly imprint and _ per- 
forate check amounts. Cannot be altered 
without detection. Designed to capture the 
low-cost market with its check-writing ease 





and accuracy. Price, $23.95. From Faymus 


Division. Bankers & Merchants. Ine., 3229 "_ 4” , hy 


N. Sheffield Ave.. Chicago 13, TIL. * 


~ 


CHECK-A-LINE RULE. Designed to assist secretaries in retyping 
or typing from copy. The lightweight rule fits across a standard 
page of type and can be moved up or down, a line at a time, with 
a touch of the finger. Moving on two built-in rollers, the device 
has an 8-inch ruler calibrated into its leading edge. Price, $1.50. 


From Kee-Lox Mig. Co., Rochester, N.Y. 





TELL-A-TOLL. Automatically shows the pay 
cost of toll calls. Select the base rate, set the 
timer—moving arrow shows the charges. 
Made of heavyweight black plastic. Requires 
no installation. Price, $14.95. From B. C. 
Moses. P.O. Box 6552. Houston 5, Tex. 








“AUTO ERASE.” A portable, electric eraser. 
Run by two standard flashlight batteries. 
Unit erases ink, pencil, and typewriter im- 

essions swiftly. Original sheets can be 


ised in the machine without smearing car- 
Price, $4.95 without batteries: $5.49 
From Ellendale Associates, Dept. TS, 


lO Box 401, Park Ridge, Ill. 
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Lanolized Lead 


makes it so 


Stunger 
Count 


Carbo-Weld 


process 


Louger- wearing 


It's guaranteed 








5 Degrees: 
1-2-2 2/4-3-4 


See your local dealer. Or 
write us on your company 
letterhead for free samples. 
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Jersey City 6, New Jersey Comin 


y 


Remington 
Ribbons Ago... 


the first typewriter ribbon was 
produced by Remington Rand. 
Today, Remington Rand, a world 
(Yole (Tamla Male) Lela Muroliliiotaitia- 
for all makes of business 
nalelsallalseelaLigete itla-t Mm ial-miel ltl reltr: 
Super NYLEX' all nylon ribbon 
with BAN-LON’. Its exclusive 
ink absorbent ‘‘crimped weave” 
construction assures 

sharp type impressions, 


a dark “write” and up 
Tom (0) Mi lolatel-tamal lolol mili-y 


DIVISION OF SPERRY RAND CORPORATION 


ALL NYLON 
RIBBON 


t Patent Applied for 
* Ban-Lon is a registered trademark of Jos. Bancroft & Sons Co. 


Ree eee ee em ean 


Remington Rand, Room 2139, 315 4th Avenue, New York 10, N.Y. 
Please send additional details on Super NYLEX ribbon: 
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VIEWS FROM THE FRONT OFFICE ON... 


The Coffee Break 


A monthly column featuring top executives’ 


views on various office situations 


CATHERINE R,. READY, Assistant Director, Educational Service Department, Bristol-Myers Company 


THEODORE H. SILBERT, President, Standard Financial Corporation 


iN 1957 MORE THAN SEVEN out of ten 
workers sipped steaming cups of coffee on 
company time, making a grand total of 27 
million participants in the revered Ameri- 
can ritual, the coffee break. 

lo quote ¢ atherine Ready of Bristol- 
Myers: “It has become as much a part 
of the American business scene as the 
siesta to the Mexicans and afternoon 
tea to the English.” 

Like most executives, Miss Ready and 
her associates are very much in favor of 
the coffee break, and she feels they have 
found the perfect system. “We do not 
have a definite time break when we leave 
our desks and trail conga-line fashion to 
the nearest cafeteria or to the reception- 
ist to claim damp brown bags. Rather.” 
she says. “we have coffee wagon service. 
Most of our offices are private, so we 
drink our brew at our desks and continue 
our work. With this system, no office is 
left unattended and no phone unan- 
swered. Our coflee wagon is an orderly, 
controlled way of making coffee available 
to employees with a minimum of fuss. As 
long as coffee drinking doesn't interfere 
with the work at hand, we feel it is a per- 
missible practice.” 

Theodore Silbert, president of Stand- 
ard Financial Corporation, goes a few 
steps further. “We not only approve of 
the coffee break.” he states forcibly, “but 
we have gone out of our way to make it 
in important part of a workers day.” 
Mr. Silbert is not exaggerating. Before 
they moved to their new Fifth Avenue 
ofliees, workers at Standard Financial 
had to go out for coffee at their own ex- 
pense. “In planning for our new head- 
quarters.” says Mr. Silbert, “we made a 
point of having our own kitchen.” An 
outside catering firm sends in the coffee 
ind assorted rolls and pastries. and em- 
ployees help themselves, at no cost. 

‘Management pays for this service, 


nd we feel that our shareholders benefit 
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from the dividends of increased efficiency. 
[ personally think it is conducive to better 
work.” adds Mr. Silbert. 

In addition, the break is accompanied 
by music, individually controlled in each 
office, and the executives themselves have 
coffee while discussing business in a 
leisurely fashion. 

While most secretaries cannot hope for 
anything as elaborate as the Standard 
Financial coffee break, they will discover 
that the majority of companies are happy 
to co-operate. Company executives feel 
the coffee break contributes psychologi- 
cally to better employee morale and thus 
relieves tension and fatigue. And, “in the 
case of the worker who, for one reason or 
another, does not eat breakfast. a coffee 
break is needed to re-fuel for the rest of 
the morning.” says Catherine Ready. 

The obligation of the secretary (and 
one she seems to carry out from reports 


we have heard) is to abide by company 


policy in the matter. If the break is for 


ten minutes or if work should continue 
while sipping. she should act accordingly. 

While not quite so much emphasis is 
put on an alternoon break, this idea con- 
tinues to grow in acceptance among com- 
pany workers and executives. 

How does the secretary herself feel 
about the coffee break? Well. this is one 
subject on which there seems to be no 
controversy. The secretaries we have 
talked to are in complete agreement with 
each other and with management. They 
are heartily in favor of it. feel they work 
more efficiently because of it. and try not 
to abuse the time granted. They also pre- 
fer the system of outside catering be- 
cause it involves a minimum of effort on 
their part and allows them to return to 
work really refreshed rather than ex- 
hausted from the hurried trek to a 
crowded cafeteria or outside restaurant. 

In fact, the only problem left to settle 
seems to be one lump or two. 
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PERIODIC PAIN 


Don't let the calendar make a 
slave of you, Betty! Just take a 
Midol tablet with a glass of water 
... that’s all. Midol brings faster 
and more complete relief from 
menstrual pain—it relieves 
cramps, eases headache and 
chases the “blues.” J 


“WHAT WOMEN WANT TO KNOW" 
a 24-page book explaining menstruation 
is yours, FREE. Write Dep't S-118, Box 280, 


New York 18, N. Y. (Sent in plain wrapper). ‘ 























Prepare a Business Report 


@ The proper presentation of a business 
report is vitally important, both to the 
man whose brainchild is being recorded 
and to the readers who hope to make it 
part of their “mental fodder.” 

Much of the responsibility for a clear, 
concise, easily assimilated, and attrac- 
tive report rests directly upon the execu- 
tive’s secretary—and if you've often been 
puzzled about the correct way to assem- 
ble and type one, this guide should be 
helpful. 

First, of course, you should be famil- 
iar with the necessary sections and their 
uses. These are: a) title page: b) cover- 
ing letter: c) table of contents: d) list of 
illustrations, tables, charts: e) body of 
report—divided as summary and recom- 
mendations, development of subject mat- 
ter, conclusion: f) appendix (optional); 
g) bibliography (optional): h) index 
(optional). 

I. The Outline: The old adage “Begin 
at the beginning” is still good, and the 
topic outline is an excellent way of doing 
this. Your employer may not have a title 
or be sure of the exact way he wishes to 
present his facts and conclusions. But if 
he takes the time to dictate in outline 
form his main points. with related facts 
as subheads, he will be able to determine 
his direction more quickly. 

The outline has certain definite char- 
acteristics. Main topics are identified 
by Roman numerals, with subdivisions 
broken down by capital letters, Arabic 
numbers, and small letters, which would 
give you an idented format of J, A, J, 
a, to follow. However, for every / there 
must be a //, for every A, a B, and so on. 

At the same time, decide how you will 
type your major and minor subheads. 
Here again, a declining scale of type 
would be used—all caps for the major 


12 


BY PEGGY ROLLASON 


headings. upper and lower for the lesser 
ones, some centered, and others to the 
left. Once a style is set, be sure to follow 
it throughout the entire report. 

Il. Drafting the Body of the Report: 
With the typed outline in his hand, your 
employer can then dictate the body of the 
report. It is increasingly customary for 
the writer to include a summary and 
some recommendations in the first part of 
his report. This is followed by the de- 
velopment of the material and his con- 
clusions. 

Your boss will undoubtedly want you 
to type a rough draft first so he can work 
over it with pencil or perhaps cut the 
various paragraphs apart and staple them 
in better sequence before redictating. 
Leave wide margins all around, double- 
or triple-space on inexpensive paper— 
perhaps in color to signal incomplete 
work in progress—and make any sugges- 
tions or corrections you can as you work 
on it. 

This process of redrafting may be ce- 
Keep all 


drafts. each dated and numbered, so that 


peated a number of times. 


nothing valuable is tossed away during 
the refining. 

III. Rules of Good Report Writing: If 
you keep in mind a few of the cardinal 
rules of report writing. you may be able 
to help your employer as you go along. 

A. Rapid, easy reading is vital. Short 
paragraphs, simple words, the use of sub- 
heads, summaries, topic sentences, and 
table of contents, as well as clear, accu- 
rate typing, all contribute to this end. 

B. Your employer should remember 
that his report must answer his readers’ 
questions completely but not necessarily 
reveal all he knows. 

C. He should use an objective tone, 
especially when referring to himself. 


D. He 


claims and_ superlatives. 


avoid 


should extravagant 
Every fact 
should be provable and every assumption 
labeled as such. 


E. He should interpret his facts and 


figures in such a way that their signifi- - 


cance won't be overlooked. 

F. He should write a report that will 
be as useful in the future as it is today. 

IV. Final Typing: When you type the 
final copy. use the best paper, make sufh- 
cient carbons, and be very particular 
about accuracy, attractive format, neat- 
ness. Use your dictionary at all times to 
check spelling and hyphenation, and 
watch for grammar and punctuation. 

Keep even margins throughout. If the 
report is to be bound, take this fact into 
account when planning them. Be consist- 
ent in your paragraph indentions and 
stick to single and double spacing. 

Page numbering can be done as the 
report is typed if you are sure there will 
be no additions or deletions. However, 
it is safer to save the numbering for 
the last. 

Proofreading is most vital. If possible, 
have someone check the report with you 
twice—once for comparison with the 
original and correction of errors in sense, 
the second time for inconsistencies in 
form. 

Material 
quoted directly can be set in quotation 


V. Quotes and Footnotes: 


marks and included in the body of the 
report if it is short. However, a long 
block of quoted material should be set 
off in separate paragraphs, each one 
preceded by quotes and the last one 
closed with them. Or, if you prefer, you 
can indent in block form, single spaced, 
without using quotation marks. 

If the report is intended for general 
circulation, you (Conginued on page 54) 
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NEW ROYTYPE VISI-COTE STENCIL 


Ives get tired when you cut stencils? Try the new 
VISI-COTE Stenel by Roytype. 

Makes your typing stand out clearly. You can read 
as you type and proofread when you're finished, with- 
out squinting or straining your eyes. When you run 
your stencils off, you'll find that your copies, too, have 
a crisp, clean sharpness. 

You don’t have to clean your type after each para- 
craph as you often do with heavily waxed stencils, 
because VISI-COTE has a strong plastic coating. Elim- 
nates the need for a pliofilm sheet . .. saves time in 
making corrections. And there’s no need for a special 
writing plate to stylus signatures. 

Try it out and see for yourself—just mail this coupon 

r a FREE SAMPLE. Or ask your Roytype Repre- 

ntative for one. 
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ROYTYPE, Royal McBee Corporation (EF) 
Westchester Avenue, Port Chester, N. Y. 


Please send me a FREE SAMPLE of your VISI-COTI 
Stencil. 

Name- iia ee 
Company semameenanegtinth 
Address a 

City Zone State 


ROYTYPE 


ribbons, carbon papers, quality supplies 


for all business machines 
Products of Royal McBee Corp... W arvest Manufacturer of Typewriter 
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Today’s secretaries become real “‘junior executives” with Edison Voicewriter dictation. 





“My Voicewriter’s like an 


ro) 99 
assistant secre lary 


Tuat’s THE enthusiastic response we're 
getting from executive secretaries in all 
types of business and professions when 
we ask how they like working with an 
Edison Voicewriter. 

You see, Voicewriter isn’t in competi- 
tion with secretaries. It’s really a de- 
pendable ally! Since you're freed from 
the time-consuming, laborious—some- 
times nerve-wracking—chore of taking 
shorthand notes and then transcribing 
them—you’re free to assume more of the 
executive secretarial responsibilities that 
mean so much to your boss. 


And think of this. When you get in a 


Edison Voicewriter ¢ a product of Thomas A. Edison Industries 


Thomas A. Edison Industries, West Orange, N. J. 
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workload jam—it’s easy to pass along 
the Voicewriter Diamond Disc to an- 
other secretary without the problem of 
shorthand notes to be read. The boss’s 
voice comes through crisp and clear— 
transcribing is quick, easy and accurate! 
Here’s another important thing to re- 
member about Voicewriter—it’s made 
by Edison. Every Voicewriter user enjoys 
the benefits of Edison’s more than 70 
years’ experience in the office correspond- 
ence field. You can rely on an Edison 
Voicewriter for outstanding, trouble- 
free performance day in and day out. 


Have we made a new friend? 





In Canada: 32 Front Street W., Toronto, Ontario 








Let us prove there’s nothing 
like Voicewriter dictation! 


Ask the boss to let you call the Edison 
Business Consultant in your area for a 
Voicewriter tryout . . . see real dictating 
equipment in action. So far superior to 
so-called economy makes, a Voicewriter 
costs your boss only $17.81 a month on 
the Edison lease plan. For your tryout— 
or free literature—write Dept. TS-i1 at 
the address below. 
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A’ THREE MINUTES past twelve. 
é a handsome young man with 
a charming smile strides hurriedly 
into his oflice. There he is immedi- 
ately greeted by a quietly enthusias- 
tic salvo from the voices of several 
dozen people who have crowded into 
the small room to wait for him. 
There, too, a slender young woman 
Is speaking softly into a telephone, 
and as the conversational murmur 
vrows in volume, she raises her voice 
to insure intelligibility at the other 
end of the wire. 

“He has just come into the office. 


\lr. Ambassador.” 


talking to some people at the mo- 


she says. “He's 


ment, but if you could wait. ['m sure 
| could get him to the telephone 
After listening to the Am- 


hassador’s reply. she transfers the 


sOOn.,. 


call to another set and springs to her 
feet. reaching as she rises for a steno 


pad. an appointment book, and an in- 
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~ Senator 


credibly large stack of morning mail. 
As the young man works his way 


slowly through the crowd with a 


warm handshake and a_ friendly 
word for all. he glances toward the 
door of his inner office. Yes. his 
secretary is ready—the daily mara- 


thon can begin. 

This marathon has become almost 
standard operating procedure, fo1 
Massachusetts’ 


the young man is 


brilliant. ambitious. and dynamic 


TODAY'S 
Senator John F. Kennedy, who has SECRETARY / wou nber 1958 
to squeeze in his oflice work between 


Senate hear- i} 


ings, high-level policy conferences, 


committee meetings. 


interviews with ranking statesmen 
and diplomats. and. of course. ses- Bo3 ” 2 
sions of the Senate. hie : ; 


Today, for example, he has just 


returned from a hurriedly called 


meeting of the powerful Senate 


Foreign Relations Committee. At 


two he is due for an afternoon ses- 
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ABOVE LEFT: 
Best place in a busy 
office for arranging 
and sorting ?—why, 
the floor. of course. 
Lots of room—and 


good exercise. too. 


ABOVE RIGHT: 
The morning mail 
wrives. Sometimes 
Evelyn's desk is 
piled so high she can 
hardly see over the 
stacks. Only way to 
deal with it—start at 
the top, work your 

through to the 


hottom. 


RIGHT: /mportant 
task in the life of 
anyone in the politi- 
al spotlight—mak- 
ng speet hes. Senator 
Kennedy manages to 
get in as many as his 
DUSVY S¢ hedule per- 
mits. takes off know- 
ng that his secretary 
has everything “un- 
der control” in Wash- 


ngton, 
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sion of the McClellan Special Subcommittee to investi- 
gate racketeering in labor unions. Despite his compara- 
tive youth, the Senator. in only one term in the Senate. 
has risen to an important position among his col- 
leagues and countrymen. And, as one of the strongest 
contenders for the Democratic nomination for the 
Presidency in 1960, he is undoubtedly one of the busiest 
men in America. 

The secretary, whom the Senator praises highly for 
her skill and devotion. is a charming Nebraskan with a 
name that sounds strangely incongruous for a dved-in- 
the-wool Democrat—Evelyn Norton Lincoln. The daugh- 
ter of a former Nebraska 
Congressman. she teethed 
on campaign buttons 
her earliest memories are 
of political rallies out in 
the prairies. 

While the Senator lin- 
gers in conversation that 
usurps precious minutes, 
Evelyn Lincoln fidgets 
nervously. realizing that 
a ranking diplomat is 
waiting on the telephone. 
The moment the guest 
disappears and Senator 
Kennedy sprints for his desk. she calls. “Senator. the 
Ambassador you've been wanting to confer with is on 
the phone.” 

\s her boss talks. Evelyn busies herself preparing his 
lunch. which has been brought from home. By the time 
Senator Kennedy has finished his conversation, his secre- 
tary has pushed his luncheon tray in front of him. and 
he begins to munch a sandwich as they take up the busi- 
ness at hand. 

ach day. the mail includes a foot-high stack of letters 
from clubs. civic groups. colleges. and party organiza- 
tions. Whatever their origin. they all have one thing in 
common. Evelyn notes: “Everybody in the country seems 
to want the Senator as a speaker. During the first six 
months of this year. there were over 3.000 requests. The 
Senator could accept only about 100.” 

Since Senator Kennedy's appointment book often is 
filled weeks in advance. Mrs. Lincoln can eliminate 
many of the invitations simply by checking their dates 
against his previous commitments. Others are set aside 
for the lunchtime “recess.” 

As the Senator works his way through the mail. he 
finds several speaking invitations he'd particularly like 
to accept. He calls out the dates. and Evelyn flips through 
the pages of the big appointment book and comes up 
with an “I’m sorry, Senator, but you're booked in 
Boston for that date” or “That's all right. if you can 
arrange to get back to Washington by the next night to 
address the Democratic women’s dinner at the Statler.” 

Sometimes the Senator comes across a letter on which 
he will dictate immediately; sometimes he merely indi- 
cates the type of reply he desires, relying confidently on 


Evelyn’s skill and adeptness at framing answers that 
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reflect his own particular ways of style and phrasing. 

After he disposes of the mail. Mrs. Lincoln reminds 
him of commitments and passes on any necessary pel 
sonal information. Then she hurries back to her desk. 
leaving the boss with decisions to make. legislation to 
consider, ponderous reports to read and digest, urgent 
calls to make, and, perhaps, a ranking official or col- 
league to confer with. 

Mrs. Lincoln’s desk almost blocks the entrance to the 
Senators inner office. as if it were placed there to keep 
out intruders. There is one frequent “intruder” whom 
she makes no effort to keep out—the Vice-President of 


the United States. whose office is (Continued on page 24 








THE ART OF 


“NO!” 

How would you feel if the boss said only 
that when you asked for the first two weeks 
in February for your long-planned winter vaca- 
tion? Chances are you wouldn't like it. Even 
if you didn’t answer him back, you'd feel like 
it, wouldn't you? And the next time he asked 
you for a favor you wouldn't do it cheerfully— 
and maybe not at all. 

But, suppose he said instead, “You've cer- 
tainly been working hard and deserve a vaca- 
tion, and | know that early February is a nice 
time to go. However, on February 3 we expect 
a big job from the Newman account. We'll 
need every bit of help we can get. I’m really 
sorry that I have to say no this time. Could 
you possibly take the last two weeks in Feb- 
ruary? Or is there some other time you'd like 
instead? You've done such a fine job that we 
want to do everything possible to co-operate 
with you.” 

Wouldn’t that strike you as a pleasant and 
gracious turndown? Doesn't it give the impres- 
sion that the boss sees your side and sympa- 
thizes with you: that he has a valid reason for 
saying no; that he appreciates you and wants to 
co-operate in every way he reasonably can? 

Well, the same principles apply when it comes 
to writing a letter that says no. You must be 
pleasant and gracious. Your reader must get 
the idea that you understand his problem; that 
you have good reason for the turndown: that you 
appreciate his patronage and want to co-operate 
in any way you Can. 

“Accentuate the positive: eliminate the neg- 
ative” is nowhere more pertinent advice than 
when saying no in a letter. 


You can accentuate the positive if you will: 
... Start your letter in a gracious way 
. use words that have pleasant connotations 
. suggest all possible alternatives 
. pat the reader on the back if you can 
.save face for the reader (so he doesn't 
think you consider him stupid or unreason- 
able to request what he did) 
. show that you understand his problem 
... indicate, when appropriate, that his re- 
quest has received full and fair consider- 
ation 


. give as full and reasonable an explanation 


SAYING 
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You can eliminate the negative if vou will: 


as possible for the turndown 
let the reader know you appreciate his 
patronage and would like another oppor 


' 


unity to help him 


. use as few unpleasant words as possible 
. keep apologies to a minimum. If an apol- 


ogy is in order, it is usually sufficient to 


sav “Im sorry to sav that we...” Too 
protus¢ ipologies sound phony 

1; re ire some examples ot good “No” let- 
Read them carefully. noting the points 


emphasized in each one. Then try applying the 


rinciples the next time you have to sa 


Your correspondents will appreciate 

se nn cont casei i ea aes <i eens iis i cas en ea was st 
| 
| Dear Miss Sedgewick | 
' ' 
l Your request for reservations arrived this ! 
| morning, and we certainly appreciated hear 


ng from you. | am indeed sorry to tell you 
that the Shaffter is already booked to capac 
ity for the first week in October. 

May | suggest, however, that you try the 
Compton. It is under the same management 
and has the same high standards of accom 
modations and service. It is located only six 
blocks north of the Shaffter. I've asked them 
to hold rooms for you for the period you re 


quire. A reply envelope is enclosed for your 


you wish to have it. They will hold the rooms 
for ten days 

Please write us again the next time you plan 
to come to New York. We look forward to 
serving you in the future. 


| 

| 

| 

| 

' 

| 

| 

convenience in confirming that reservation if | 
| 

| 

| 

Sincerely yours | 
| 

| 


\ good letter because it... 


Opens pleasantly 

\pologizes for inability to help 

Suggests alternative 

Includes sales angle 

Closes with offer to serve and indicates in- 


terest in doing so 


Dear Mr. Bates: 

Thank you so much for bringing your new 
invention to our attention. It is always stimulat 
ing to find a person, such as yourself, with an 
active imagination and a feeling for the needs 
of the public. 

We can certainly understand why you felt 


er product, very much like your invention, 
has not yet been marketed. However, a patent 


! 

| | 
| | 
| | 
| | 
| | 
| | 
| | 
| | 
| | 
| yours was a brand-new idea because the oth | 
| | 
7 was granted on it two years ago 7 
l After studying your invention carefully, we 
l felt it would not be fair to you to engage in | 
l the necessary search and to subject you to the | 
l expense and long wait attendant upon a Pat 
ent Office search when a product so similar 
to yours will soon be on the market | 
However, when again it seems we may be 
of service to you, please don’t hesitate to get l 

in touch with us. It would be a pleasure to 
work with yor 7 
Sincerely yours l 
| 


Good hecause 
Opens pleasantly with pat on bacl 
} mploys lace saving 
\ssures that careful attention is GIVE 
Gives reason for turndown 
(loses ith offer of future he ip and evi 
dence ot desire to co-operate 


Still another pleasant turndow 


| 

| 
Dear Mr. Welch | 
Thank you for requesting a quotation on | 
prices for photographic roll paper | 
Several years ago we discontinued the draft | 
ing room supply line in order to serve our cus | 
tomers better in our main lines. Therefore, | 
am sorry to say that we cannot help you in | 
this instance. | 
As you perhaps know, we handle blueprint | 
machinery, whiteprint machinery, arc lamps 
coated paper, and drafting room furniture. 
| hope you will call on us whenever you need | 
any of those items. It would be a real pleasure | 
to be of service to you. | 


Sincerely yours, 





dateline: 
Brussels 


BY BERTHA SHURTOK 


UMOR SAYS that behind every achievement there 

lurks a woman. This may be true, but at the Ameri- 

can Pavilion of the Exposition Universelle et Interna- 

tionale de Bruxelles. affairs are conducted on a world- 

wide basis. Rumor here involves not one. but 16 women 

the number of secretaries assigned to the United States 
Commissioner General and his junior oflicers. 

Feeling like Sherlock Holmes, we followed the trail of 
popular report. This led first to the Press Office of the 
Fair and a convenient disguise in the form of a press 
card. Once armed with this. the rest of our special in- 
vestigation was simple. 

We found one of our quarry, a secretary, at the Public 
Relations Office, where she was ably working in two lan- 
guages. We noted this in the approved Holmesian man- 
ner, then went on to keep an appointment with Mrs. 
Ruth Miller, Personnel Officer. on loan from the State 
Department for the duration of the Fair. Here all doubts 
were finally resolved. The ladies guilty of invaluable aid 
to the American exhibit were indeed the American sec- 
retaries. 

Sixteen in number, these secretaries have come from 
all parts of the United States, although they were not 
selected on a regional basis as were the other personnel. 
Ten of them came over from this country, while the 
others were recruited locally. Charming, alert. and well 
groomed, they range in age from twenty-one to forty- 
five. Two are married—one to a Belgian, the other to 
an American also working at the Fair. 

So much for the basic dossier. 

What prompted them to become secretaries? Their 
interest in their work and in people. In discussing job re- 
quirements. all rated ability to get along with others as 
important as secretarial skills. 

Activities, we discovered, are not limited to the oflice. 
Weekends found many of them taking trips through 
Belgium and the surrounding countries. No detective 


investigation is complete without a chase, so we followed 
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one of the secretaries. We met her in Copenhagen in 


July. She had journeyed thirty-two hours by train to 
spend one day there. This was highly suspicious. Why 
hadn't she gone by air? She replied that she traveled 
too often for that. A logical answer, so suspicion was 
forgotten. In August we met her again, enjoying a three- | 
day visit to Switzerland. Just prior to that. she had been 
on a holiday in Germany. 

At the American Theater. where the bill was ballet, 
we met two more of the secretaries. One was escorted by 
an American and the other by an equally attractive Bel- 
gian. During an intermission we third-degreed these girls 
about their activities. 

“Yes.” they said. “we have dates with other Ameri- 
cans at the Fair as well as ‘visiting firemen. as we call 
tourists who look us up. We meet and date Belgian men, 
too. We are invited to parties and often give parties. 
Life is work and play and learning to understand other 
ways of life. It is interesting. educational, and very 
pleasant.” 


SALARIES RANGE FROM $4,060 to $6.200 yearly. In addi- 
tion, the secretaries receive an allowance for rent, heat, 
and utilities. Since the cost of living in Brussels is high 
by comparison with American standards. they are also 
given a cost of living allowance. Finally, travel expenses 
both to and from Brussels are paid by the U.S. Govern- 
ment. 

The Fair closes this month, but most of the staff will 
stay until the end of the year to finish all the business 
connected with it. Of all the secretaries interviewed, only 
one plans to go home then. The others will remain abroad 
at least one more year with some other governmental 
agency. 

The conclusion, my dear Watson? The key to oppor- 
tunity is interest, ability, and training in secretarial 
work, Once in possession of all this, good secretaries 
have an “Open Sesame” to the best in jobs. 
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Pavilions: — 1. United Kingdom 
2. United States 

3. U.S.S.R. 

4. San Marino 


5. Luxembourg 


6. France 
7. Lnited Nations 
8 Israel 


9 Holy See 





A. Doris Watson is a Brooklynite interested in 
the theater and voice study—the perfect choice 
as secretary to the Co-ordinator of the Perform 
ing Arts Program, Jean Dalrymple. Before that 
she had worked with a magazine publishing 


firm and an investment banking service. 


B. Alice Hardie didn't bother campaigning 
She simply arrived at the White House from 
New Jersey via New York and her work with 
the Carnegie Endowment Fund. She is now se« 
retary to Mrs. Katherine G. Howard, Deputy 


(commissioner General. 


C. Andora Hagan (standing) always wanted 
to travel. Born in Minnesota, she has worked in 
both New York and Washington. Now as secre 
tary to George W. Staempfly, Co-ordinator of 
E Fine Arts. she has added Brussels to a growing 
itinerary. Muriel Bordner (sitting), as a na 
tive New Yorker working in the City. was long 
familiar with skyscrapers. When Robert Wat 


ner, Co-ordinator of the U.S. Building Exhibit, 





needed a secretary then. who else could it be 


but Muriel? 





D. Roselle Smith calls New York her home, al 
though she was born in Schenectady. Neither 
place has seen much of her lately, for Roselle 
has worked abroad since 1949 with the Marshall 
Plan. She is now secretary to Thurston J. Davis. 


kxecutive Director. 














E. Gay Flint Notkin is a Mississippian by 
birth, New Yorker by marriage, and traveler by 


inclination. A former employee of the State De 


ee 


partment, both in Washington and abroad, she 


Prat) 


4 
Pret 


has been secretary to Howard Cullman. U.S. 


(Commissioner General, since January °57, 


mo Oee 


EP eve 


Wet teaee.. 
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Good Manners 


by Marilyn French 


Good Business 





[PTrers AND PHONE CALLS from 

secretaries and recently heard com- 
ments from employers indicate an up- 
surge of interest in office etiquette. Many 
secretaries have asked for help on prob- 
lems of etiquette. Businesswomen’s clubs 
want to hear talks on the subject. Eleanor 
Nangle, beauty editor for the Chicago 
lribune, recently that “All the 
aids and fashionable clothes in 


wrote 
beauty 
the world don’t mean a thing unless a 
woman has good manners.” 

The emphasis on manners stems from 
that 


is essential 


the growing realization knowing 


what to do and say for a 


99 


secretary. This is a good sign, because 
bosses have felt for a long time that an 
employees EQ (Etiquette Quotient) is 
as important as her IQ. Politeness pays. 


whether you are seeking advancement. a 


new position, or want to get along well 
on your present job. 

For example, one woman was _ pro- 
moted to public-contact work because, 
her boss explained, “You have such a 
nice way with people.” Applying for a 
job, a secretary who needed references 
from three former employers noticed that 
the trio stressed her courtesy and tact in 
dealing with all kinds of people. 


This second incident brings home an 
important point: The basis of etiquette 
is showing consideration to everyone. 
The well-mannered secretary is as nice 
to the office boy as she is to top brass. 
One this the 


Although she was extremely cordial to 


girl learned hard way. 
the chairman of the board whenever they 
met, she didn't bother to be polite to 
others. When a top secretarial job be- 
came available. the board chairman sug- 
gested her for it, but her supervisor 
the transfer. He 


lack of 


would be a liability in the front office 


refused to 
stated flatly 


approve 
that her courtesy 
and that it would be bad for morale to 
promote anyone who had antagonized so 
many employees. 

If you aim to get somewhere in busi- 
ness, you will need friends. One of the 
best ways to make and keep boosters is 
Most of us know 
the basic rules of etiquette, but when we 


to be well mannered. 


are rushed or under pressure. we may 
forget to practice them. A review of 
office manners may remind us to brush 
up on our conduct. 

In a recent survey, secretaries revealed 
that telephone technique is their biggest 
etiquette problem. Let’s start with pre- 
scribed telephone manners and then go 
on to the second trouble spot—how to 
make proper introductions. (Following 
articles will cover other phases of office 
etiquette.) 


The Voice That Pleases 


Telephone calls present a problem be- 
cause your voice must carry the full bur- 


den of expressing your personality. 
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lhe caller cannot see your warm smile or 
your well-groomed appearance. All he 
knows about you is how your voice 
sounds and what you say. With so much 
business transacted over the phone today, 
a clear, pleasing voice is an asset. 

\ secretary whose job involves numer- 
ous phone calls offered these suggestions 
to other white-collar girls: 

“When the phone rings. I stop what- 
ever | am doing, thus clearing my mind 
so | can concentrate on the call. My boss 
likes me to identify myself by saying. 
‘Mr. Jones’ line, Miss Smith.” This as- 
sures the caller that he has the right 
party. 

“I jot down the caller's name and 
business connection. I listen carefully 
to his request to find out exactly what 
he wants. If | have the necessary infor- 
mation, I give it slowly and clearly. 

“Sometimes it requires a little time 
to get the answer. In that case, I explain 
that I will look up the information and 
call him back. I jot his phone number 
down and repeat it to make sure it’s 
right. 

“Then I look up the information and 
call him back before I do anything else. 
This keeps me from forgetting about the 
call or putting it off. 

“When a caller wants to talk to my 
boss. I ask. “May I tell Mr. Jones who 
is calling. please?’ In this way. I can 
alert my boss and put the call through 
if he wants to take it. 

“If my boss is busy, I explain this 
and ask for the caller's telephone num- 
ber. As soon as the boss is free, I put 
through the return call.” 

These methods will take care of most 
calls efficiently. But there are a few 
spots in telephone etiquette that are 
more troublesome. Sometimes, after a 
caller has told his whole story, you real- 
ize that someone else is better equipped 
to handle the matter. Explain this tact- 
fully and transfer the call. If you are 
not sure who should take it, you can 
avoid giving the caller the impression 
that he is getting the runaround by jot- 
ting down his name and number. Tell him 
you will find out who should handle his 
request. Then be sure to follow up to 
see that the return call is made. 

Another ticklish point of telephone 
manners involves putting through an 
urgent call when your boss is in a meet- 
ing. A number of secretaries have con- 
fided that they hate to interrupt a 
conference, but sometimes it has to be 
done. One capable woman uses this 
method: “I write the name of the caller 
and his company on a memo sheet. Then 


| knock at the conference room door and 
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slip in quietly. | hand my boss the 
memo. He either follows me out or 
writes a brief message to give to the 
caller.” 

If your boss has a visitor in his office 
when an important call comes in, you can 
stand at the doorway until he acknowl- 
edges you. Then explain, “I'm sorry to 
interrupt you, Mr. Brown, but there is a 
long-distance call for you. May I put it 
through?” 

When a co-worker’s phone rings while 
she is away from her desk, it is common 
courtesy to answer it. Identify yourself 
and explain that Miss Worker is not at 
her desk. Offer to take a message or the 
phone number so that she can call the 
party back. Write down any message 
carefully, including the time received, 
and relay it as soon as possible. If you 
extend this courtesy to fellow employees, 
they will be glad to answer your calls 
when you're not at your desk. 

A secretary who handles her boss’ calls 
well ran into a snag on her personal 
calls. “I seldom get calls at the office, 
but when I do, it’s usually when I’m tak- 
ing dictation!” The accepted way to 
handle this is to answer the phone, tell 
the caller you are busy, and ask if you 
may call her back later. It’s a good idea 
when you have to call someone at her 
office to ask. “Are you busy or can you 
talk for a minute?” Few bosses will 
object to an occasional personal call if 
you keep it brief. 


“I'd Like You to Meet” 


The second biggest stumbling block in 
office etiquette is making introductions 
properly. Remembering three simple 
rules has helped many secretaries over- 
come their fear of making a mistake: 

(1) Present the man to the woman 

(2) Present the lower in rank to the 

higher 

(3) Present the younger person to the 

older 

For instance, if you want to introduce 
the new accounting clerk to a secretary, 
you say, “Miss Green. I'd like you to 
meet Mr. Smith.” In introducing the 
clerk to the head of a department, you 
would say, “Mr. Brass. may | present Mr. 
Smith.” When you take the new clerk to 
meet an old-timer, you can say, “Mr. 
Jordan, this is our new accounting clerk, 
Mr. Smith.” 

The basis for these rules—the person 
whose name you mention first is the one 
you are honoring. Clergymen, royalty, 
and the President of the United States 
are exceptions to the first rule. Every- 
one else is presented to them, regardless 
of age or sex. When two people are of 


the same age and sex, it does not matter 
which one you name first. 

The main thing to remember in mak- 
ing introductions is that you are helping 
two people to get acquainted. Pronounce 
the names properly and distinctly. A sec- 
retary who is well known for her tact and 
courtesy adds this hint: “I always try 
to give people something to start talking 
about, to avoid that dead silence that 
sometimes descends after an introduc- 
tion. | might say, ‘Mrs. Baxter, this is 
Joe Green, Mr. Brady’s new assistant. 
Joe. Mrs. Baxter heads the stenographic 
pool. If you have any questions about 
dictating letters, shell help you.’ ” 


Acknowledging Introductions 


Several secretaries have asked about 
the proper way to acknowledge an intro- 
duction. “How do you do?” said with a 
friendly smile is all that is necessary. 
If the one who has introduced you 
doesn’t give the conversational ball a 
push, you can ask a question about the 
other person’s work. Most people enjoy 
talking shop for a few minutes. 

The weather is safe ground, too, de- 
spite Mark Twain's oft-quoted remark 
that “Everybody talks about the weather, 
but nobody does anything about it.” A 
secretary who used to consider the 
weather a trite subject told me, “It’s sur- 
prising how talking about the weather 
leads to other topics. Yesterday, I re- 
marked to an acquaintance that it looked 
like rain. She said she hoped it wouldn't 
rain because she was going to an outdoor 
theater that night.. We soon discovered 
that we both like to go to the theater, 
and she offered to get tickets for the new 
musical that’s coming to town next 
week!” 

There are a few taboos in acknowl- 
edging introductions. “Delighted” and 
“Pleasedtameetcha” have gone the way 
of the buggy whip. And nothing makes a 
person squirm more uncomfortably than 
to be told, “I've heard so much about 
you!” 

That brings us to another fundamental 
point in etiquette. There is danger in 
being overpolite. A sticky-sweet new- 
comer who gushed about her co-workers 
and played the “After you, Alphonse” 
routine to death alienated people instead 
of winning their friendship. As another 
secretary remarked, “I don’t like to talk 
to her. Her conversation makes me feel 
uneasy—it just doesn’t sound sincere.” 

Boiled down, office etiquette is merely 
the art of doing the kindest thing in the 
kindest way. If you are sincere and com- 
siderate of others, your EQ (Etiquette 
Quotient) will skyrocket. 
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CLOCK-W ATCHER 


(Continued from page 17) 





just across the great marble hall. Despite their political 
rivalry, Senator Kennedy and the Vice-President are 
close personal friends, and Mr. Nixon often drops by to 
discuss pending legislation or foreign policy. He comes 
unceremoniously and without appointment, but he always 
checks with Mrs. Lincoln before maneuvering his way 
around her desk to the inner office. Long ago, Mr. Nixon 
put Evelyn at ease over his presence, and now she is 
rather informal in announcing him. “I usually poke my 
head around the door and call, “Mr. Nixon is here.’ ’ 
The bipartisan.attitude of Senator Kennedy and Vice- 
President Nixon spills over into their offices. Evelyn 
Lincoln and Rosemary Wood, the Vice-President’s sec- 
retary. have also become close friends. They often exer- 
cise one prerogative of friendship—borrowing from each 
other when office supplies run short. The running “in- 
debtedness” has become a sort of standing staff joke. 
The Vice-President, however, is one of the few people 
who sees Senator Kennedy without appointment. “It’s 
not that the Senator is elusive or unapproachable.” 


Evelyn reports, “but his time is so carefully budgeted 
and allocated weeks and months in advance that it would 
be almost impossible for him to squeeze in a casual 
caller. Even good friends and Senate colleagues arrange 
appointments.” 

Back at her desk after a busy hour with the Senator, 
Evelyn still can’t expect her work load to diminish—not 
with the boss in the next office. Before she finishes 
typing the date on a just-dictated memorandum, the 
buzzer will issue an urgent summons that sends her 
scurrying with her steno pad. The next interruption will 
be the Senator himself. Realizing that Evelyn is on the 
phone, he'll pop through the door and hang over her 
shoulder to whisper additional instructions or to dictate 
another short letter. 

As two o'clock approaches, Evelyn goes in to remind 
her boss of the Subcommittee hearing. Out he dashes to 
arrive in the Caucus Room just as Senator McClellan is 
banging the gavel. 

A relatively quiet interlude follows. Mrs. Lincoln goes 
back to her typewriter, to be interrupted only by visitors 
and the still frequent telephone calls. Now she has her 
lunch—a sandwich eaten as she reads mail and mentally 
frames replies. Nearby, five or six typewriters clatter on 
noisily as the other girls devote their efforts to the mort 
routine aspects of helping the Senator run his office. 

By the time the Senator returns from the Caucus 
Room, it is five o'clock, traditional quitting time for all 
secretaries, except those on Capitol Hill. As Senator 
Kennedy heads for his desk, Evelyn rushes after him, 
loaded like a mailman at Christmas, with an afternoon 
collection of mail, notes, memoranda, and messages. One 
by one, the lights on the Hill go out, but long after most 
of the other offices are dark, Senator Kennedy and his 
secretary are still working. ° 

During a session of Congress, Evelyn’s work day starts 
at nine and rarely ends before eight. It can be long after 


24 





midnight when she locks the office and heads for home. 

Like many Washington secretaries, Evelyn Lincoln 
lives in the reflected fame of a public figure. There are 
many instances when such girls have been suddenly 
catapulted from the gray shadows into the bright spot- 
light of real fame. Whether the future holds this for 
Evelyn is conjectural, of course; but as Senator Kennedy 
grows in stature, power, prestige, and fame, she certain- 
ly is inching farther and farther out on a_ political 
springboard that may bounce her gently to national 
recognition. Some day there may be another Lincoln 
working in the White House. 

Evelyn has been with the Senator since his days of 
relative obscurity, and he is grateful for her loyalty and 
devotion. “She has been invaluable to me.” he comments. 
“She has shouldered great responsibility and performed 
a great number of jobs extremely well. When I’m away 
from Washington, I’m always confident that she will 
handle problems that arise to my complete satisfaction 
and to the satisfaction of others she’s dealing with.” 


EVELYN'S JOB IS ONE that would stagger or crush most 
secretaries, but she loves every minute of it. With her 
father in Congress, she was brought up in an atmosphere 
of politics and soon became interested in the realities of 
that field—the campaigns and elections, the causes and 
platforms of candidates. Eventually, she enrolled at 
George Washington University to study her favorite sub- 
ject. political science. 

With a brand-new diploma, Evelyn scouted Capitol 
Hill for employment possibilities. Her degree, she soon 
discovered, was a paper qualification that could not get 
her a job. Without office skills, she was momentarily 
stymied, but not for long; she set about acquiring the 
secretarial know-how that would get her on a Congress- 
man’s payroll. 

She soon was working for a Southern Congressman, 
and from this vantage point. she began to observe a 
capable young Congressman named Kennedy, whose 
political philosophy she admired. When Representative 
Kennedy announced for the Senate in 1952. Mrs. 
Lincoln was so enthusiastic about his qualifications, 
potentialities, and political views that she went to his 
Administrative Assistant and offered her voluntary 
services during the campaign. By day, she worked for 
one Congressman for pay: by night, she worked for an- 
other Congressman for free. When Senator Kennedy 
was elected, he asked her to join his staff. 

Next to politics, Evelyn enjoys cooking. With a pro- 
fessional life that is too full for conventional hobbies, 
she turns more and more to simple American cookery as 
a relief from the nerve-shattering tensions of Capitol 
Hill. At her five-room apartment on Washington's fash- 
ionable Sixteenth Street, she cooks simple meals for her 
husband, Harold, and herself. She occasionally invites 
guests over for Sunday dinner. But her friends have 
learned not to expect dinner on time, for they know that 
Evelyn Lincoln will be called to the phone at least two or 
three times while she’s cooking. Senators—and their 
constituents—just can’t be kept waiting. 
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Fashions 
Mail: 


A CORDUROY CLASSIC. Tailor-made 
for busy days. Smart and unruffled 
with snap front. Red, beige, coral, 
turquoise, green. Washable. 10-44, 
1242-242. To size 20, $12.95: 

over 20, $14.95. Western Classics, 

66 South Country Club Rd., Tucson, 
Ariz. 


by ) 





B NORFOLK SUIT. Jaunty campus 
stroller in corduroy. Slim skirt, boxy 
jacket, and half-belted low back. 
Charcoal, russet, red, blue, green. 
7-17. $8.99. (Add 35 cents postage. ) 
Money order or check to the 

Paris Shop, Dept. TS, Box 390, 

33 Center Ave., New Rochelle, N.Y. 


C BELLE OF THE BALL. Dainty eyelet- 
embroidered taffeta with satin sash. 
Green, pink, blue, royal, black, and 
white. Available also in white eyelet 
organdy with sash of white, pink, 
blue, or green. 7-17. $15.95 (plus 35 
cents postage) from the Paris Shop. 


D SLIM CUTIE. Spark fall wardrobe 
with two-piece blouson of High-Lo 
Fabric. Medallion trim, chiffon 
neckerchief. Gray and blue. 10-20, 
14'/2-22%2, $8.98. ( Add 35 cents 
postage.) Check or money order to 
Wilco Fashions, Dept. TS, 
Rockville Centre, N.Y. 


E THAT CASUAL LOOK. Graceful, 
flowing silk with a sashed waist 

and beguiling side slits. Washable 
and travel-worthy. Red, blue, ivory, 
blue-green. S,M,L. $15.95. 
Penthouse Gallery, T-1, 15 W. 55 St., 


New York 19, N.Y. 


F MUSHROOM PLEAT SHEATH. Perma- 
nent mushroom pleats in washable 
orlon/wool. Adjustable hemline, 
tasteful, subtle styling. Black, gray, 
red, blue, or turquoise. 7-17, 8-18. 

$8.99 (plus 35 cents postage). Check or 
money order to the Paris Shop as in B. 
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F YOU WERE ever told to begin at the beginning, 
at the bottom of something—forget it. It works just 
as well, or better, to start at the top. It’s more fun, too. 

Starting at the top with grooming naturally means 
getting to work on your hair. Attractive hair is a wom- 
an’s main beauty asset. Lovely hair can make you beau- 
tiful, but you can’t be beautiful with unattractive hair. 

Today. thanks to science, beautiful hair is every wom- 
an’s birthright. Science is the modern fairy godmother. 
A wave of its magic wand, and Cinderella’s dull, dry 
hair is soft and lustrous. Hair that lacked life and color 
is transformed. Drab blondes and faded reds change to 
shimmering golds and exciting copper tones. Brown hair 
becomes vibrant and glowing. black hair bright and 
sleek. Gray hair takes on new highlights. Yes, Cin- 
derella—whatever her age—is magically transformed. 

The wonder of all this is that it’s so easy. Yesterday’s 
woman spent long. tiresome hours at her coiffure. To- 
day's woman fixes her hair quicker than she can say 
abracadabra. 

Is hair grooming really so simple? Can you get up, 
rush to work, put in a busy day at the office, and still 
look “bandbox” new for that all-important dinner date? 
You can—but do it the right way. 

The smart secretary won't arrive at work with her 
hair in curlers, even curlers camouflaged by a scarf. The 
boss doesn’t like it, and there’s no reason why he should. 
If he’s married, he’s had more than his fill of sights like 
that over the breakfast table. If he isn’t married. nothing 
is more likely to confirm his bachelorhood. 

Morning curlers lead to the annoyance of combing out 
and rearranging hair. Work grinds to a standstill before 
the beauty ritual, co-workers are irritated. visitors raise 
their eyebrows, and the boss strives manfully to refrain 
from blowing his stack. You may be looking beautiful 
for that important date—but you may also be looking 
for another job. 

The fact is that you can show up for your date with 
lovely hair—and not have to waste the entire day (plus 
risk the wrath of your boss and co-workers) in doing it. 

Millions of dollars are spent each year on research 
and development to find products that will make the 
modern woman more beautiful and make it easier for her 
to stay that way. At Clairol, Incorporated. we maintain a 


full-fledged research staff of top-flight specialists— 


{ cap of shining hair with 
gently swirling waves 
buoyant and natural, 
soft and lustrous— 
this is beauty. 








chemists. biochemists. dermatologists, medical research- 
ers. and the like—to improve constantly products now on 
the market and to develop new ones. The fruits of these 
labors—and the other millions spent by cosmetics con- 
cerns, perfumers, etc.—help make American women the 
best groomed in the world. 

Yet, with all the latest developments, the good old- 
fashioned comb and brush remain the basic implements 
of hair care. Frequent combings and the standard hun- 
died strokes of brushing every night are indispensable. 

Believe it or not: your hair needs nourishment like 
any other part of your body. A balanced diet is an im- 
portant factor in how your hair looks and behaves. It 
brings other advantages, too: a slim figure. glowing com- 
plexion, good health, and an improved disposition—all 
necessary to basic beauty in a woman. Anything else 
you do is just icing on the cake. Icing is important, but 
make sure your cake is good, too. 

Another basic step is cleanliness. Dirty hair can never 
be lovely, no matter what you do to it. Regular washing 
is the only answer. 

But what if washing dries your hair out, makes it 
brittle and unruly? That’s where science comes in like 
the pumpkin on the stroke of midnight. Science offers a 
reconditioner that will restore the natural oils to your 
hair. making it soft and lovely again. bringing out the 
real you. 

Still another help to dry hair is the application of 
a small amount of hair cream conditioner just before 
your morning shower. Put on a shower cap, and the 
warmth of the water will increase the conditioning action 
of the hair cream. Add to the improvement by using a 
setting lotion and a cream rinse (also a conditioner) 
when putting up the hair. You aid the set this way and 
ease the removal of snarled tangles as well. To long- 
haired gals this can be very important. 

So now your hair is clean and bright. soft and man- 
ageable. Still, it’s not as exciting as it should be. The 
shade is drab and uncomplimentary. It’s time to add 
another magic ingredient—color. 

Again science comes to your aid with safe and easy 
hair coloring. Good coloring agents contain oils and 
other ingredients to benefit your hair. They are versa- 
tile, too. offering you a veritable rainbow of shades to 
choose from in finding that color guaranteed to make 
you a new woman. 

To lighten your hair, use a new “Whipped Creme” 
formula that chases dark tones away, replaces them with 
glowing golds, silvers, and bronzes. To make your hair 
“come alive” or to cover gray hair, use a temporary 
rinse that will make the highlights glisten and enhance 
the loveliness of your own natural coloring. To drama- 
tize gray hair, special shades of rinses are available in 
exciting tones such as White Sapphire, Silver Diamond, 
Black Pearl. and Midnight Opal. 

Modern hair coloring is simple and inexpensive—but 
the rewards in admiring glances and renewed attention 
make it worth much more trouble than it is. And today’s 
hair coloring doesn’t disappear like Cinderella’s coach 


and six. You will find hair (Continued on page 47) 
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which is based on Chapters One through Six of the Manual. 


that you can estimate your reading speed. 
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BY FLORENCE ELAINE ULRICH 


Director, Gregg Awards Department 


D° NOT BELIEVE everything you 

read, girls.” wrote one executive 
when announcing he intended to provide 
his secretaries with subscriptions to TO- 
DAYS SECRETARY. “But 


believing.” stated another as he observed 


seeing 1s 


the active interest of secretaries in taking 
the shorthand and typing tests found in 
the magazine. 

Student accomplishments. reflected by 
the tests on our desks. also impressed 
Club 


Columbia (Tennessee) Business College, 


this executive. entries included 
whose students qualified on the short- 
hand speed tests at 60, 80. 100. and 120 
words a minute 


North Idaho 


d’Alene, whose students qualified on the 


with good averages: 


Junior College. Coeur 


transcription perfect letter tests with 
speeds ranging from 25 to 29 words a 
minute: and the Barnes School of Com- 
merce, Denver. Colorado, which  sub- 
mitted a long list of qualifying typing 
students with speeds up. to 77 words a 
minute. Clubs from Lowell (Massachu- 
setts) High School, Cecil’s Business Col- 
lege of Spartanburg, South Carolina, and 
Roswell (New Mexico) High 


School reflected good typing skill de- 
velopment . . 


Senior 


.and it is still early in the 


November, 1958 











BEGINNING OF THINGS TO COME 


season, with highest speeds not vet at- 
tained. 

Practicing the tests provided by this 
department each month and aiming for 
an award can be interesting, exciting, 
and profitable. Many thousands of short- 
hand writers and typists in schools and 
offices all over the world find these tests 
a good means of sustaining interest in 
skill development—a forward step to 
better positions. 

“Il have the Competent Typist Pin for 
writing 80 words a minute and a Compe- 
tent Typist Certificate for writing 92 
words, as well as Junior and Senior 
Membership Certificates in the Order of 
Gregg Artists and Order of Artistic Typ- 
ists.” wrote one applicant. “Nevertheless, 


I take the 


practice. They 


tests every month just for 


have helped my office 
friends and me improve our typing speed. 

“Passing the tests and receiving awards 
from an official source has also given me 
a feeling of accomplishment. | am now 
practicing the transcription speed project 
in order to quicken my pace for an im- 
portant position | am seeking.” 

You, too, will feel a sense of confi- 
dence, pride, and accomplishment with 


each award earned. Testing one’s self in 


the quality and quantity of work done 


relieves daily routines achieve 


more quickly 


helps 
the professional goal a 
smart secretary sets for himself. We have 
in mind a young man, Colin Miller. who 
was still a student in a court-reporting 
course in school when he won an award 
in the International OG A Contest. He 
had previously qualified for the Expert 
Medal at 175 words a minute, and men- 
tion was made of it in the announcement 
of the results of the contest. The story 
brought instant recognition and the offer 
of a fine court-reporting position with an 
outstanding salary. 

Shorthand is easily learned, easy to 
write, and even easier to read. A young 
lady, formerly a typist-clerk in this of- 
fice, Her 


instruction took place during the lunch 


decided to learn shorthand. 
period and lasted from five to thirty-five 
minutes. She also practiced at home. 
After less than fifteen hours of instruc- 
tion, she could take dictation and tran- 
scribe letters very well. Her accomplish- 
ment was the result of enthusiasm and 
intelligent practice. Any student can do 


this. At 


learn to write good notes. Practice the 


the outset you must, however, 


OGA Tests on page 34 this month until 


33 








you are writing shorthand accurately and 


fluently at whatever speed you have at- 
tained. 

\n enthusiastic shorthand student of- 
fers a profitable project you might like 
to try. “We have formed the “Speedsters 
Club’ for practice outside of school hours 
this vear. We meet three nights a week 
for two hours of reading and dictation 
practice in shorthand. Parents who have 
been secretaries dictate to us. A bulletin 
board in the clubroom displays the 
awards we earn in school. As soon as any 
member has received the Certificate of 


Vocational Competency. we arrange to 


have a dinner to which our teachers and 


parents are invited.” 


You, TOO, WILL HAVE FUN practicing for 
shorthand speed awards for 60. 80. 100. 
120, and highet speeds up to and inelud- 
ing the 220-words-a-minute certificate. 
Also, take the typing speed tests spon- 
sored by this department. Certificates 
and charm or pin emblems will reward 
your transcription, filing. and bookkeep- 
ing efforts. The tests for these awards are 
published in Business Teacher. a maga- 
zine that is free to bona fide teachers. 


school supervisors, or oflice supervisors. 


Watch for the announcement of the 
forty-sixth International Shorthand Writ 
ing Contest next month. Whether you are 
a teacher, shorthand reporter, secretary. 
or student, there is a wonderful oppor- 
tunity for you to win not only an attrae- 
live prize, but the kind of recognition 
that helps you to a better future. Thou- 
sands of Greggites all over the world will 
be sharpening their pencils and testing 
their fountain pens in order to write a 
winning specimen for this biggest of all 
shorthand events. What about you? Ree- 
ognition, promotion, new honors await 


you if you begin your practice now. 





OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns: you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OG A certificate or pin. 
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OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OGA certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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Miss Margaret Rumsen; 52 Marshall Avenue; Phila- 
delphia 14, Pennsylvania. Dear Miss Rumsen: Is your 
job “just a job,” as the attached poem describes? We 
hope not, but if it is, there is still a chance to make the 
“fine advance ...on the road which leads to the better 
joys and bigger deeds.” 

Perhaps you are bored with your work as a file clerk. 
Roberts Business School offers excellent courses in 
shorthand and typing that will qualify you for secre- 
tarial positions. 

Perhaps you are working for a man who dictates 
like a “ball of fire,” and you just can’t keep up. Or you 
may have discovered that your punctuation and spell- 
ing are not up to par (even though you did get good 
grades in English). Roberts Business School offers 
advanced courses in secretarial training and business 
English. There’s nothing like a program of study to 
improve yourself and your skills. And you can have 
fun while studying at Roberts! 

Why not drop in to see me sometime next week. I'll 
be in my office from seven to nine every night. Better 
yet, why not call me at MAin 4-9230 and make an ap- 
pointment. Cordially yours, Sylvia Johnson 
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OAT 
JUNIOR 


Center this letter neatly and 
attractively on a sheet 
of plain paper. 


Type carefully, striving for: 

(1) accuracy—no strikeovers o1 
typographic errors, (2) neatness, 

(3) good placement, 

(4) proper indentation, 

(5) correct spelling and punctuation. 
Leave a blank line between 
paragraphs, even in single-spaced 
material. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Fleer, 330 West 
42 Street. New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents for 
each OGA, OAT, or 50-word CT pin; 
75 cents for each higher-speed CT 
award. * Test applications received 
without fees are held thirty days only. 
* Be sure your name and address ap- 
pear on your paper. * Any group of 
papers submitted should be accompa- 
nied by a typed list of names, desig- 
nating the award desired by each 
candidate. * Each Competent Typist 
Test must be certified by the timer. 
The certification should read as fol- 
lows: “I hereby certify that I timed 
this test for exactly ten minutes and 
that it was written in accordance with 
the rules.” * November copy is good 
as membership tests for OAT, CT 
(page 36). and OGA awards until 
December 25, 1958. 











OAT 
SENIOR 


To win a Senior Award, candidates 
are required to submit this 

month’s complete production project 
the Junior Test (the letter appearing 
above) and a corrected 

copy of the poem 

alongside. Use 


plain paper for the Senior Test. 


Practice both tests until 

you are satisfied that you have 
produced your best work 
then submit both tests for the 
Senior Award. 
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should be double spaced.) 


If you are planning to travel by air- 
plane in the near future, you should be 
familiar with certain general flying in- 
formation. As you take your seat in the 
plane, probably your first concern will 
be of what you should do with your hat 
and overcoat. Shortly after the airplane 
takes off, the hostess will hang your 
coat in the wardrobe of the airplane and 
will return it to you before you arrive 
at your destination. So just let your 
overcoat and hat remain on your lap un- 
til the hostess approaches your seat for 
them. 

In the meantime, the suitcases that 
you left at the airlines terminal are be- 
ing loaded into the plane. Do not worry 
about them. When the airplane arrives 
at your destination, they will be taken 
out of the luggage compartment and 
placed where you can pick them up and 
take them with you after you leave the 
airplane. 

Since you are finally all settled for 
this exciting trip that you probably dis- 
cussed eagerly months ago, now is the 
time to relax. The chair you are sitting 
in has been carefully tailored for com- 
fort. You may recline way back, only 
part of the way, or sit up straight. By 
pressing a button on the inner side of 
the armrest, you can adjust it to which- 
ever level you wish. If you feel like tak- 
ing a little nap, call for a pillow or 
blanket, or both if you wish. Recline all 
the way back and simply relax com- 
pletely. For the entire trip, you will be 
in competent hands. 

By now you have probably noticed 
the belt with the unusual shiny steel 
buckle that is attached to the side of 
your chair. This is called a safety belt. 
However, the British call it a lap strap. 


(Repeat from the beginnin 
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999 
323 
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There are two reasons why this belt is 
very important. It reminds you that you 
must never stand when the airplane is 
taking off or landing; and it keeps you 
securely in your chair if any disturb- 
ances occur while the plane is passing 
through cloud layers. The captain will 
flash on a sign at the front of the cabin 
whenever he believes that it is advis- 
able for all the passengers in the plane 
to adjust their safety belts. 

Although the modern planes of today 
have almost eliminated discomfort due 
to changes in air pressure during de- 
scent, it is still possible to feel ear dis- 
comfort if you have a head cold. If you 
mention your head cold to your hostess 
when your plane takes off, she can make 
some suggestions that will ease discom- 
fort or end it entirely. Yawning is a 
good way to end those few cases of ear 
discomfort. If your ears are quite sensi- 
tive, you will find this practice of yawn- 
ing most helpful. 

If you are carrying any bottles that 
have fluid in them, always be certain 
that the caps are on tight. Bottles have 
an annoying tendency to leak at flight 
altitudes because the air pressure is 
lower than when they were filled while 
you were still on the ground. 

Modern planes have almost elimi- 
nated airsickness. Just a small fraction 
of one per cent of air passengers get 
sick in flight. This is because planes of 
today fly high, where the air is smooth- 
er. Too, they are quieter, more comfort- 
able, and better ventilated. But there is 
such a thing as motion sickness. We 
know that this is caused by discomfort 
and fright, but more by the latter. 

The finest advice is to refuse to worry 
and simply relax. 
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TRANSCRIPTION PROJECT 


Are you interested in the field of law? Our first 
letter this month deals with that field. If you can find 
the 15 errors in this letter, you are a good ‘‘secretarial 
sleuth."’ 


Dear Mr. R 
you are a far sighted person, 
le your will. However have you 
: i it recently to be sure that it 
represents your wishes as of today. A 
ll t > not up-to-date may cause 
f lties for your airs and some times 
expansive court procedings. 
r how careful your will may 
rawn originally it should be 
cked by a compatent lawyer. If you 
ld like to ve your will rechecked; 

e advantage of the services of 
legal of our bank. They will 
rlad to go over your will with you and 

d 24 ny changes that should be made, 
1¢ ill also explain to you the ad-= 
reous of having our bank as a exe= 

( Te 
lay we have the pleasure of seeing 
° Or e are open turday mornings 
‘ 
from nine to eleven. 





Try your hand at this letter and see if you can 
catch the 12 errors it contains. Watch out for misused 
apostrophes. 
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If you will recal when you originly 
rented the apartment about six months’ ae 
you moved in on a one year lease. We 
you then that we didn't generally iss c 
year leases but that we would do so on the 


condition that you take the apartment as i 
were and that no painting be done. This 


condition was 


written into your lease on 


If you would care to lease the apart- 
ment for a period of three-years at the 
same rent that you are now paying we shall 
be glad to paint the apartment to you're 


en mt 4 
LactioOne 


Cordially yours', 


(See page 55 for answers) 





"ALL RIGHT: 
CONCEIVABLY (spelling): 


3 CALLOUS (adjective): 


4 VIEWPOINT (spelling): 


> IMPLICITLY (meaning) : 


° HEADQUARTERS (spelling): 


GLOSSARY AND VOCABULARY BUILDER 
TRUSTING SOUL--page 30 


sympathetic 


identified 


” toll) 
O 


innocent 


c <— loyalty 
a humor 
Z suspicion 
ce all right! 
Oe, rimless 
exchange 


bewildered 
7 
conceivably * 


3 
callous 





viewpoint‘ 
Pia implicitly? 
(5 obstinately 
69 Sarcasm 
Sf reaffirm 
__ ee murmured 
abruptly 


headquarters ® 
indignant 
incriminating 

. fictitious 
trustworthy 
always written as two words 


deceivably, per- 
ceivably 


hardened or unfeel-= 
ing (do not confuse with the noun 
callus, which means a hard thickened 
area on the skin) 


counterpoint, 
standpoint (sometimes the noun point 
makes two words, as strong point, 
pen point) 


without doubt or 
reserve, unquestioningly (do not 
confuse with explicitly, which means 
plainly or distinctly) 





headlight, 
headline (the noun head sometimes 
makes two words, as head spin) 
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PRESENT TRENDS AMONG NEUROTIC TYPEWRITERS 


Frances M. 


Today's business world is full of neurotic 
typewriters, many of them holding down 
responsible positions on desks all over the 
country. In fact, statistics show that during 
the time it takes to read this article, 7.29 
typewriters will have been turned over to their 
repairmen for long hours of analysis, to have, 
as it were, their innermost depths probed and 
their secrets laid bare. What machines comprise 
this unfortunate segment of our population? A 
general survey would seem to be in order. 


There are, for example, the excitable, over- 
emotional ones And the downcast, dejected, 
despondent and depressed. There are the 
brazenly bold, leaping forward recklessly 
Andthetimidones forwhomtheworldis sucha 
frighteningplace really. 


Not to mention all the 
highly uncertain ones 
who find it so diffi- 

cult ever to begin any 

new endeavor at exactly 
the moment that would 
insure complete success. 


A few, passsonately nedding reccgnitiin, keep 
crowddng out everyyne else in orddr to assert 
theer own personalltiss. 


Greene 


While others find it impossible to maintain an 
even course in life. 


And still others are 
Continuously having 
Just one last fling 
Before settling down 


Then? too? there are the confused? alas too 
many? who apparently have misplaced something. 


And the thouzands who, mizzing zome character- 
iztic ezzential to happinezz, go through life 
zeeking inadequate zubztitutez. 


And what of those who are inhibi 
Those who find it hard to releas 
Their emotions in a given situat 
And thus are never completely fre 


From crippling and unwanted tens 
? 


Finally we come to the ones whose inner 
conflicts are so varied and deep-rooted that 
they remain beyond the reach of even the most 
progressive repairman. Life for them is just 
one unsolved problem after another. People 
having to deal closely with such machines may 
well resign themselves right now to the sad fact 
of their typewriters’ incurability. 


As? f or example? Ihavehad to do. 
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cuted — 


A fellow 
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ic not after 













Here’s a desk mate who takes the 
guesswork out of your job... it 
always has the right answers to 
make you worth more to your 
boss. 

Free your mind of pesky details, 
have time for things that really 
count... it’s easy with an EVER 
READY desk calendar to organ- 
ize your everyday routine. It's 
also a good way to get ahead 
faster. 

For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 








MANUFACTURING CO. 


150 Bay Street 
Jersey City, New Jersey 
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ASK THE EXPERTS 


(Continued from page 7 





Q. When replying to a letter signed by a 
woman wu ho h is not indicated her marital 
status. is the secretary correct in inserting 
Miss both ¢ 
tion? 


} } } j 
m the ¢ nvelope and in the saluta- 


{. Reference Manual for Stenographers 

and Typists. by Gavin and Hutchinson, 
states: “If there is nothing to indicate 
whether a woman is Miss or Mrs., use the 
title Wiss.” 

The National Office Management Asso- 
ciation and the National Secretaries As- 
sociation recommend the use of Ms. In 
such situations. 


). Is it ine rrrect to single space a three- 


i 
line address? 


A. The follow ing rule for addressing en- 
velopes is stated in all major typewriting 
textbooks: Use double spacing when the 
address has three lines. but use single 
spacing when the address has more than 
three lines. 





PD e 


Q. Would you please give us the correct 
rules regarding the use of quotation marks 


with other marks of punctuation. 


A. Periods and commas are always 
placed inside the closing quotation mark. 
Semicolons and colons are always placed 
outside the closing quotation mark. Ques- 
tion marks and exclamation points are 
placed inside the closing quotation mark 
if the quoted material is a question or an 
exclamation, outside if the entire sentence 
is a question or an exclamation. 


Q. Please inform me of the correct rule 
regarding the capitalization of titles. such as 
President when it refers to the president of 


a university. 


A, A title that refers to the president of 
a university or to any executive should 
be capitalized when it precedes the name. 
as “President Henry Perry.” “Secretary 
Smith.” When such titles follow the name 
in sentences, they should not be capital- 
ized unless they refer to high government 
officials; thus: “Dr. Henry Perry, presi- 
dent of Blank University”; “Mr. George 
Smith, secretary of the ABC Company”; 
“The Honorable John Dulles, 
Secretary of State.” 

In the inside address of a letter and on 
an envelope, all such titles are capitalized 
whether they precede or follow the name. 


Foster 





















































The amazing 
second sheet 
that delivers 
13 clear copies 
at one typing 


What a second sheet! Strong. 
Stands up better and longer. 
Handles easier. Lies perfectly 
flat. Erases cleaner, quicker. 
Thin and compact for fast 
filing. Seven different colors 
for easier channelling. Next 
time you order second sheets, 
say Sea Foam specified 
first by better offices across 
the country. 







Write Dept. T-11 
for 
free samples. 


SEA FOAM BOND 


BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 
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SAYING NO 


Continued from page 19) 








(ood because it... 
Opens pleasantly 
Leads in with reasons for turndown 
Closes with sales pitch and assur- 


ance of desire to serve 


| Dear Mr. Jones: : 
l It was good to receive your enthusiastic | 
l response to the speech Doctor Smith gave 
last Thursday. One of the most encourag- | 
l ing phases of the speaker's program has | 
l been the widespread interest displayed l 
throughout the country. l 
The embarrassing part is that many | 
| people—such as you—have asked me to l 
| let them have copies of the speeches. | | 
3 say embarrassing because copies do not l 
exist. 

| Rightly or wrongly, our theory is that | 
| these talks should be made strictly from | 
| “cuff notes.” Thus the speakers have their | 
| own brief notes but not a text. In this way | 
| we feel we avoid the perii of a speaker | 
| leaning on a written text and giving a | 
| stereotyped performance. | 
| | am sorry we can’t help you this time, | 
| but we do appreciate your interest in the | 
| organization. Please write again when- | 
| ever it seems we can be of assistance to | 
| you. 
| Cordially, 7 
: | 


ood because it... 

Opens pleasantly with pat on read- 
ers back 

Gives full explanation for turndown 

Closes with apology for inability to 
fulfill request: shows appreciation 
of reader's interest: offers future 


help 


Dear Miss Brown: 

It was thoughtful of you to ask me to 
contribute material to the exhibits at your 
show 

As | believe you know, we design each 
piece to the specifications of our clients. 
| honestly don’t feel it would be fair to 
them to distribute the material on a gen- 
eral basis—as would be the case in this 
instance. | hope you will understand. 


EE 





Y Sincerely, 
eit a a a Sa tes 
Good be ause it... 
Opens with pat on reader's back 
Leads into turndown with reason 
Closes with interest in reader and 
leaves door open for future 
—_- 
—<— & 
ee 
RY 
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( NYLON STOCKINGS 


‘WITH YOUR CARBON PAPER 
AND TYPEWRITER RIBBONS 


‘ 


a 


AN RNR Ng: 


BRAND HOSE 


by Burlington Mills 








53 3 3 
bs 3 3 
5 3 ; 
t 3 t 
: $ 
t : 
t i 
; : 





Your nylon wardrobe can now be supplied by America’s No. 1 
Brand “Ballet” hose by just forwarding the coupon below. 


Rich Rite Carson & Risson Co. 


Please send me by return mail, my supplies and CARBON PAPER 








FREE hose. ; $i 
; . No. of Price Free ize 
([] | enclose payment. Please ship prepaid. Boxes Per Box Hose C) Letter 
tne | CT 3 $2.90 1 pr. C) Legal 
(0 | will pay price indicatea plus COD Charges. 9 Fj Ps 39 80 ce 
{J & $2.60 4 pr. Red 
Hosiery Style: =) $2.50 8 pr. *. 
Cc) 58 
( Seam ( Seamless RIBBONS 912 
Color Make of Machine 
() Suntan ) Medium Beige No. of Price a 
Ribbons Per Doz. Hose 
Size: 0 2 doz. $ 7.50 1 pr. 
‘= 1 doz. $14.50 2 pr. 
Lj 2 doz $14.00 4 pr. 
Name of Firm UJ 3 doz. $13.50 8 pr. 
Address Carbon Paper Ribbon (Exec. Machine) 
aes of Price Free 
it ome LONE ene ibbons Per Doz. Hose 
City q ; oy 6.0 a 
J doz. 4or. 
AT: O 12 gor. $5.25 8 pr 
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from the first touch 
of the keys 















... you'll like 
OLYMPIA’'S 
ease —speed— 
precision 


A 





A 


. . » because Olympia’s 
the world’s finest type- 
writer to do business 
with. Just ask the 
lucky gal who’s using 
one. She’ll tell you it’s 
equipped with every 
worthwhile feature for 
easier, faster, finer 
typing. Have your boss 
call nearest Olympia 
dealer for a trial 
demonstration! 


4 4 C 
WRITES BEST OF ALL 


BECAUSE IT’S BUILT BEST OF ALL 






Nationwide sales and service — 
through authorized Olympia dealers. 


OLYMPIA DIVISION 
Inter-Continental Trading Corporation 
90 West Street *« New York 6, New York 
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bookshelf 





WHY VOTE? Channing L. Bete Co.. | 
Greentheld, Mass I'wo-color booklet. 15 P| 
o5 cents 

vy lains the whvy’s and } sof g 


Timely tips on the importance of local 


i 
elections, the function of the primary 
d how to register and vote Inform 
esente n lively er ¢ 
ugh -s graphic poster te a 
h ke s and illus 
THE TRUSHAY HAND BOOK. [ducational 


Service Department, Bristol-Mvers Prod 
ucts Division, 45 Rockefeller Plaza, New 
Zork 11, N.Y. 6 pp. No charge. 
{dvice on social and profess hane 
etiquette, safety, and care. Solves such 
problems as: when to shake hands nd 
h do with vour gloves: the differ 
ence between an accepted ne €r1Ag 
xe cd gesture ( onclude ‘ [ safety 
do’s and don'ts for home and office. 
CORRESPONDENCE MANUAL. Leslie | 
Lewis, Marilyn French. Dartnell Corp 


1660 
192 pp. $7.50. 


Ravenswood Ave.. ( hicago 1), i 


How to be a “better-letter expert.” Dis 


n de tail all correspondence that 


CTOSSES a secretary s desi lette S 
Manus ripts. ré ports, etc. I eatures 
compre hens lé¢ Zramima r i] i 
Word List of 10,000 business terms, and 
proper usage of phrase 5. 


CONCISE EXPLANATION OF THE NEW TAX 


LAW. Prentice-Hall, Inc., Englewood Cliffs, 
N.J. 40 pp. $1.00 (reduced rates for quan 
titv). 


Congress’ first major tax revisior 


1954. Booklet explains each aspect of 
the neu lu whom if alec fs. what it 
does Van changes benefit taxpavers 

othe re 4 lose tax “loophole i use d by 
them. Some alterations: employee 
options; funds on d Saliowed s§s A-pay 


exclusions and refunds based on educ I 


tion € rpe nses, 


MONEY MANAGEMENT, YOUR HEALTH 


AND RECREATION DOLLAR. \loney Man 
agement Institute of Household Financ: 
Corp., Prudential Plaza, Chicago 1, Ill. 36 
pp. LO cents. 
Theme: the relationship between health 
and recreation. Emphasis placed on 


maintaining good health habits and ob- 
the 
leisuretime 


taining most enjoyment 


Ideas on 


from 
health 


activities. 
and 


recreation costs—and how to fit 
them into your budget—are an impor- 


tant part of this publication. 





























FOR ALL 
OFFICE 


SUVA TITS 











KLENZO 


Swift 
typewriter, 


and smooth for 


ink and ball- 


me ERASER 533-7 


veiw 


point work, 


wet 





GET THESE 
BLAISDELL EXCLUSIVES 


SPEE-D-POINT perforation for easy , 
— STED-D-POINT 
Staple for secure eraser core 


blaisdeH KL EN 748) 


sharpening 








KLENZO 77/7 


Special compound, 


thin diameter for 


pinpoint erasing. 





Write for sample, naming 
this publication. 


BLAIo DELL 


at 3, Dott Soto] ia YB 


BETHAYRES, PENNA. 
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\ THE DAYS of Catherine de Medici, 

Queen of France, women made a far- 
reaching discovery—the high heel. 
Perched inches above the ground, fash- 
ionable women balanced happily through 
the centuries, until the dawn of the 
streamlined Twentieth. 

Today, heels are not the sturdy affairs 
of moderate height worn by the French 
court. No, heels have become stiletto thin 
and women even more adept at balancing. 

The needle-thin heels would have been 
a complete success, except for two things. 
Heels so high and thin broke too easily, 
and the toplift wore out often enough to 
please the poorest cobbler. 

So firmly entrenched were the new 
stvles. however. that even toes followed 
the tapering trend. It seemed that nothing 
could be done to alter the situation. Then 
in April a test was launched to save 
women from themselves. 

Over a hundred girls whose jobs often 
require them to be on their feet were 
given a pair of high- or medium-heeled 
shoes to wear every day for sixty days. 
Secretaries, file clerks, messengers—no 
one escaped. 

At the end of that time. the soles, 
counters. and uppers of the test shoes 
were heavily worn. The new Lifetime 
Heel showed only superficial wear. 

The man behind this new development 
is Mitchell M. Segal of Lawrence, Massa- 
chusetts. Three years ago he began work 
on the Lifetime Heel. It is composed of 
two parts: a molded plastic heel block 
and a ridged dowel-and-toplift combina- 
tion called a “Perma-Top Unit.” A shaft 
is precision drilled through the bottom 
center of the plastic heel. The “Perma- 
Top” is inserted into this shaft under 
pressure, locking it permanently in place. 

All slender, tapering elegance on the 
outside, the Lifetime Heel internally is 
like reinforced concrete. Retailers and 
manufacturers invited to break the heel 
with a hammer, succeeded only in using 
up energy. 

Comparative tests have proved the 
Lifetime Heel is slip resistant and wears 
smoothly. No sharp edges or snags will 
make inroads on your stocking supply. 

This season, Lifetime Heels appear in 
the lines of many shoe manufacturers in 
all price ranges. They come in a variety 
of styles and colors. There are five higher 
patterns ranging in height from 244 to 
2%% inches and five lower patterns from 
1. to 2 inches. 

(omfortable, fashionable, and stream- 
lined—trends of the centuries are recon- 
ciled in the Lifetime Heel. 
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why type letters over—when 


EAGLE-A TYPE-ERASE PAPER 


makes it so easy to correct typing errors! 


Eagle-A Type-Erase paper practically puts your waste paper 
basket out of business! With this easy-to-erase paper, there’s 
no need to type letters over again because of messy erasures. 
When typing errors occur, you can make fast, clean erasures 
on Type-Erase paper with a pencil eraser. And when you 
type in your correction, your retyping will look just as 
neat as the rest of your letter. Ask your stationer for Eagle-A 
Type-Erase in bond and onion skin weights. This economical 
25% cotton fiber paper comes in letter and legal sizes, 
plain or ruled — in packets or the Eagle-A “Hinge-Top” box. 
Secretaries and teachers: for free Type-Erase test sheets and our 
Letter Placement Guide, write on your firm or school letterhead 
to Dept. S, American Writing Paper Corporation, Holyoke, Mass. 





“100% COTTON FIBER EXTRA No. 1: Coupon Bond 
~ 75% COTTON FIBER: Contract Bond 
50% COTTON FIBER: Acceptance Bond 


a 
Goin Sin wth hs cotton fiber Bond and 


Odi Sn te 


e 


pete eee ew etree eetee 












Clorrections 
are So hasy 
to make 


om fhaid cdaplicator masters with 


adnesive 


correction tape 


FAST, NEAT, CLEAN? NO SOILED HANDS 





Correcting fluid duplicator masters is a breeze with 
Avery adhesive Correction Tape. There's no scraping, 
erasing or smearing. Save useless trips to the wash- 
room — no smudged hands or dirty fingernails — no 
wasted time. Just press on, then type on! It’s easy 
to use — fast and clean! 

Available in rolls ready to use in 1/6", 2/6" and 5/6” 
widths in handy Kum-Kleen dispenser. 





J, PRESS ON reverse side of 


2. TYPE CORRECTION with light 
master over error. No moist- 


touch master stays in 


ening . just LAY IT ON typewriter no realigning 


with a finger touch. 


The boss will like it too...for it saves 
him time and money. 

Ask for Avery Correction Tape today — 
at your dealer, or from your regular office 
supply salesman — you'll like it! 


AVERY ADHESIVE LABEL CORP. Div. 152 


117 Liberty St., New York 6 . 608 So. Dearborn St., 
Chicago 5 «© 1616 So. California Ave., Monrovia, California 
Avery Adhesive Label Corp. (Canada) Ltd, 48 Hass Road, 
Toronto 15, Ont. ¢ Offices in Other Principal Cities 


my name 





company 





address 





i 
I 
l 
1 
Please send samples of Avery adhesive Correction Tape 
l 
l 
I 
i 
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city 
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NOW...in duplicating... 
THE BEST COSTS THE LEAST 


NEW Model 76A 
Mak I , 


| CONQUEROR 





PUSH-BUTTON ELECTRIC SPIRIT DUPLICATOR 


wit Improved Features 





AT LOWEST PRICES EVER 


1493 Authorized Dealers across the U. S. A. and 
Canada offer these amazing new Conqueror Dupli- 
cators ... now better thanever with these important 
operating improvements, the result of Heyer’s 55 
years of duplicator know-how: 







Improved 


Copy 
Counter 


Advanced design elimi- 
nates side rubbers and 
tricky adjustments. 


.. direct drive—greater 
accuracy, top visibility, 
easy to re-set. 


Feed 
Tension 
Control 


grip paper at outer edges, 
give positive performance. 


assures non-skip feeding— 
thin papers to post cards. 


Many other outstanding features such as Copy 
Positioner Control, Nylon Gears, Visible Fluid Sup- 
ply, Fluid Control (no pumps), and Automatic 
Start-Stop on electric Conquerors offer a combina- 
tion that’s unmatched. Don’t confuse them with 
photocopy machines—Conqueror Duplicators print 
110 clear, sharp copies per minute . . . in 1 to 5 colors 
at once... of anything typed, drawn or written ona 
spirit master . . . at a fraction of a cent per copy! 


Model 70 — Hand Operated with all 


. 
features except electric drive........ $214 so 


Model 76A-Electric, Automatic 
Start-Stop (illustrated). ........... 


Model 76B-Automatic Electric with 11” 


. 
and 14” cylinder stop selector..... $324 so 


*Pius F.E.T. Prices slightly higher in Canada 
The HEYER Corporation, 1864 S. Kostner Ave., Chicago 23, Ill. 
Without obligation, please: 


O Send Free Brochure on Heyer Mark III Conqueror Duplicators 
O Arrange Free Demonstration 


NAME 





COMPANY 





ADDRESS. 
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Graffco never 
lets me down / 








s 
Wade mer 
oan 





woe. tT 
Nu Vise Meta! Proecting 
Segnals tor “Vertical” Records 





How I used to dread the sudden eall 


for facts and figures. They were in the 


records and on the maps .. . but where? ce ay eh 


for “Vesibie Records 











Now Graffeo Signals and Maptacks 








spotlight all important classifications for ['*"+ ine 
instant action. And as reminders. they re 
never forget! There is a special Graffco eR 
‘ e r Records 
product for every kind of record hous- _—_—— 





and charts. Hrite for free 


color folder describing them all. 


ing, maps 





and MAPTACKS 





Graffco SIGNALS 


At your Office Supply Dealers . . . or 
GEORGE B. GRAFF COMPANY 
54 Washburn Cambridge 40, Mass. 


SS SEES = 
Crimpgrat Transparent Sqnals 
for Protected “Visible” Cards 


Avenue, 





when APPEARANCE 
rests with You— 
Rely on 


§- Codo- 


CARBON PAPERS 
AND RIBBONS 


Rest assured—we know you wart 
the crispest, sharpest letters in 
the mail. That’s why we have 
researched the problem to the 
N’th degree! That’s why we can 
say, in all sincerity, that a Cedo 
Silk Ribbon, a sheet of Super 
Kote Carbon (used with the 
Carbon Gripper) will perform to 
your complete satisfaction. See 
for yourself—write us on your 
company letterhead for samples. 


We'll do the rest! 


CoLy~ 


MANUFACTURING CORPORATION 
Factory: LEETSDALE, PA. 
79 Madison Ave., New York 16, N.Y. 
401 Wood St., Pittsburgh 22, Pa. 
564 W. Monroe St., Chicago 6, III. 
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STARTING ON TOP 


Continued from page 28) 











coloring is simple to maintain by applications at home. 

Knowing a few basic styling tricks and then getting 
a shape that flatters your own particular features help, 
too. Keep this shape by having a trim once a month. A 
properly shaped haircut is the foundation of a good 
hair style. 

Once the shape of your hair is established, keep 
grooming your hair to maintain that shape at its attrac- 
tive best. To avoid a hook on the end of a curl when 
winding pincurls, always wind the curl from inside to 
out, remembering not to tuck the end of the curl under 
the hair. For wide, soft curls or waves, use rollers. To 
get wispy ends in place, use end papers or thin, small 
pieces of tissue paper to hold the wisps in place. 

Even if your hair should receive periodic recondition- 
ing, it pays to avoid hair damage as much as possible. 
Sun, wind, and salt water are your chief enemies. 
Scarves, bathing caps, and hats are your main allies— 
plus constant, continuing care. 

To sum up, hair care is easy if you keep at it. Set a 
routine, stick to it, and you will find that keeping your 
hair beautiful is no trouble at all. 
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is your stenography as 
stunning as your stole? 


| 


Your notes will be neat ~— 


clear and clean and a 











breeze to transcribe — when 

you write with an EAGLE 
é MIRADO. MIRADO, you see, is 
one pencil that keeps its 





point for pages... and 
gives you 35 miles of trim, 
black line. So why just 
order ‘‘pencils’’? It's so 
easy to say MIRADO! 








7 # vy, the -poi 
EAGLE 
MIRADO 


STAYS SHARP FOR PAGES! 


sa 


EAGLE “CHEMI* SEALED“ MIRA 174 € 


EAGLE PENCIL COMPANY * NEW YORK * LONDON © TORONTO * MEXICO * SYDNEY ¢ BOGOTA 


47 











These Secretarial Materials can make 
your classroom and office work easier 


... select the ones that can best help you. 





[|] GREGG SHORTHAND DICTIONARY SIMPLIFIED— 
Gregg, Leslie, Zoubek 
Authoritative, official. In print and shorthand, over 30,000 words, plus separate 


sections on names and abbreviations. Every student and practicing secretary should 
own one. 336 Pages. List, $3.12 


[|] MINIATURE—GREGG SHORTHAND DICTIONARY SIMPLIFIED 

Its purse-sized convenience, silvery crisp smartness, and sharp legibility make the 
‘'Miniature’’ an ideal gift for shorthand-writing friends, an appropriate award for 
classroom achievement, a practical reference for your own use. 335 Pages. List 


$2.90 
[_] 20,000 WORDS, SPELLED, DIVIDED AND ACCENTED—Leslie 


More than one-half million copies of this pocket-sized volume are now in daily 
use. It serves as a handy reference for checxing those transcription essentials. No 
definitions. One of the biggest ‘‘little’’ timescvers in secretarial practice. 249 
Pages. List, $1.40. 

ms 

|} STANDARD HANDBOOK FOR SECRETARIES—Hutchinson 

The classic in secretarial referenve 
you throughout your career 
up a financial statement.’ 


Packed with current information that will aid 
Gives you everything ‘who or whom’ to ‘‘setting 
Lightning indexed. 626 Pages. List, $3.75 
REFERENCE MANUAL FOR STENOGRAPHERS AND TYPISTS— 
Gavin and Hutchinson 
Teachers and training ‘directors find that a copy of the Reference Manual on the 
desk of every student and secretarial worker saves hours of valuable teaching and 
work time. It's all right here: dictation and transcription tips, punctuation, gram 
mor. Topics are numbered and coded for quick reference. 192 Pages. List, $1.36 
[_] SUSTAINED TIMED WRITINGS: Featuring Typewriting Contest 
Copy by Kimball and Bowle—Grubbs and White 
America’s best timed-writing cony for building and sustaining speed. 42 timed- 
writing selections based on famous Kimball! and Bowle copy. Big type. Spiral bound. 
96 pp. List, $1.56. 


(_] TABULATION TYPING—Thompson 
A full treatment of the non-arithmetic easy-way tabulation. Telescopes all procedure 
into 64 pages of intensive, interesting instruction. If tabulation is one of your 
office headaches, here’s the cure. 64 Pages. List, $1.24. 

PROGRESSIVE TYPEWRITING SPEED TESTS—Mowunt 
Here's the quick new way to step up typing speed: this new book and a few 
poinless practice minutes every day! 144 timed writings ranging from 25 to 100 
wam. Modern business vocabulary used throughout. 96 Pages. List, $1.56. 
[|] TYPEWRITING FOR SPEED AND ACCURACY—Rowe 


A comprehensive, all-inclusive drill book designed to increase speed and accuracy 
at any level of learning. Drill material is interesting and informative. 128 Pages. 
List. $1.72. 


[|] HANDBOOK FOR THE MEDICAL SECRETARY, THIRD EDITION 
—Bredow 

The key-book to an interesting branch of specialization. Treats everything from 
medical ethics to medical-office bookkeeping. 400 Pages. List, $4.25. 

|} MEDICAL SHORTHAND MANUAL AND DICTIONARY—Smither 
A reference and practice book that gives comprehensive medical vocabulary, a 
basic knowledge of the formation of medical words and phrases. Detailed cases in 
both Gregg shorthand and longhand. 320 Pages. List, $4.25. 

[_] DICTATION FOR THE MEDICAL SECRETARY—Berger and Byers 


Practice dictation from the three major General, 
Medicine. 313 Pages. List, $3.75. 

|] OFFICIAL GREGG SHORTHAND NOTEBOOK 

Spiral bound. Pages lie flat while writing. Smooth finished, top-grade paper 
especially suited to pen writing. 70 Sheets. 140 Pages. Your biggest buy in short- 
hand classroom supplies. Per dozen, net, $2.64. One or two gross, per gress, net, 
$28.80. Please add 10 per cent for shipments west of the Rockies. 


[_] OFFICIAL GREGG SHORTHAND FOUNTAIN PEN 


The special glide-action fountain pen designed by Gregg for the use of shorthand 
writers. Sleek black barrel with perfect shorthand-writing balance. Identified by 
Gregg symbol on the cap. Each pen: $6.50 net. Discount of 20 per cent on orders 
of six or more. 


[] ESTERBROOK GREGG APPROVED FOUNTAIN PEN 
Avoilable in black barrel. No. 1555: each pen, net, $2.95. No. 9555: each pen, 


creas: Physical, and Surgical 


net, $3.55. Renew points available. Discount of 20 per cent on orders for 12 
or more. 


|__| DICTATION TAPES AND DICTATION RECORDS 
A complete line of these modern training aids, available for every level of in- 
struction or practice. Let us send you complete information. 


Clip this list . . . indicate the quantity of each item you need 
mail it today. 
[] ¢.0.D. (_] Remittance enclosed 


Teachers and Training Directors: let us bill you at your 
usual professional discount. 





GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 
330 West 42nd Si New York 36, N. Y. 
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WORD 


TEASERS 


BY E. LILLIAN HUTCHINSON 


Each of the following 15 sentences is followed by four lettered 
items. Select the one that vou consider supplies the information 
requested. Then turn to the key on page 55 and score yourself. 


14 or 15 
Excellent 


12 or 


Superior 


13 9, 10, 11 7 or 8 
Good Fair 


Below 7 
Poor 
1. The following words are spelled as they are often pro- 
nounced. Which one 

a) vetran 
b) incidently 


2. ‘ihe 
nounced. Which one 


a) temprament 
b) lukshoori 


is pronounced correctly? 
c) tremenjus 
d) purkolater 


following words are spelled as they are often pro- 
is pronounced incorrectly? 
c) rekogniz 
d) partner 


a silent letter? 


c) vehement 
d) February 


3. Which of these words contains 
a) strength 
b) length 


1. The syllable new in newspaper should sound most like: 
a) a cat's mew c) today’s noon 


b) a cow's moo d) a horn’s toot 


5. In which of the following words is the u not pronounced 
as in human? 
a) gratitude 
b) utterance 


c) student 
d) revenue 


the a@ sounded as in make? 
ec) task 
d) depravity 


6. In which of these words is 
a) Spokane 
b) tenacious 


7. In which of these words is the a sounded as in cat? 
a) apricot 
b) status 


c) verbatim 
d) depravity 


8. In which one of the following words is the ou not pro- 
nounced like. the oo in noon? 
a) souvenir 


b) cantaloupe 


c) acoustics 
d) coupon 


9. In which of the following words should the l be sounded 
as in ice? 
a) mercantile 
b) finance 


c) grimy 
d) reptile 


10. In which of the following words should the i not be 
sounded as in ice? 
a) via 


b) alumni 
ll. Which of the 
two syllables 
a) film 
b) caramel 
12. Which of the following words 
as three syllables? 
a) grievous 
b) slippery 
13. Which of the 
first syllable? 
a) acclimate 
b) condolence 


14. Which of the following words should not be accented on 
the first syllable? 
a) hospitable 
b) reputable 


c) respite 

d) stipend 
following words should be pronounced as 
only? 

c) athlete 

d) regular 


should not be pronounced 


c) momentous 
d) mercury 


following words should be accented on the 
c) bouquet 
d) exquisite 


c) inquiry 
d) interesting 
15. Which of the following words should be accented on the 

final syllable? 

a) irate 

b) perfume 


c) amortize 
d) succinct 
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shopping spree 





SEESAW CLOCK from the Black Forest to 
delight a child. Beneath red mushrooms, 


two dwarfs seesaw to the motion of the 
pendulum as a third watches. Shipped 
from Europe (allow six weeks’ delivery) : 
S4, ppd. Far Away Marketers, Dept. TS, 
119 E. 28 St.. New York 16, N. Y. 


—— a 
[> 
Ww 
j ; 
ae. = 
a ieee 
“in a 
~“ a a 
on 
dias 1\ a ete . 
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RELATIVES POINT WITH PRIDE to this 
sterling-silver bracelet. Designed with 
mothers in mind, each rectangular plaque 
bears the name and date of birth of each 
child. Another heir... another plaque. 


> 


rhe bracelet, just $2: each plaque, $1.50. 


Order from Cathay Lamp and Importing 
Co., 1534-A Merchandise Mart, Chicago 
y4, UL. 
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PERSONALIZED BABY PLATE, the pertec t 
gift that will become a family heirloom. 
Record all facts of the blessed event on 
this 9'4-inch pottery plate. Personal mes- 


sage may be inscribed on the back. Makes 


ideal nursery wall decoration. Yours in 
pink or blue for $5, ppd. Order from 
Rutward, Inc., 31 Bryant Rd., Columbia 
Station, Ohio. 





COMPLEMENT YOUR WINTER WARD- 
ROBE with a personalized metal stretch 
belt. These gold-plated cobra chains re- 
vitalize any chemise. Fashion extra: your 
initials, handsomely engraved on the belt 
buckle. Plain or fancy—to suit your taste 
and waist. Sizes, S,M.L. Plain, $1.98: 
fancy, $2.98. Write to Medford Products, 
Inc., Box 39, Bethpage, N. Y. 





““TURN-ME-OVER™ and your cheerful 
pink dinner cloth is a Playtime Table- 
cloth. Children love this multiple game 


board, complete with its 32-piece game 


kit. Made of durable, washable vinyl; 54 


by 54 inches. Only $2.98, ppd.; from The 
Roslyn Shops, 46-36 Bell Blvd., Bayside, 


Ms Xe 





MONOGRAMMED CASHMERE 
TIE and MUFFLER 





Custom-made Cashmere tie, beautifully silk-lined 

luxurious self-fringed muffler; each with his 3-letter 
monogram. Aristocrat of all haberdasher’s wares . . 

will be worn with the pride of possession. Exclusive 
with us. Specily navy with silver gray monogram; 
brown with ivory monogram; gray with black mono- 
gram. Specify 3 script initials in order desired. Sat 
isfaction guaranteed. 


P 159A—Tie—8$5.95 postpaid 
P 159B—Muffler—88.95 postpaid 
Send for New, Free Catalog of Unusual Items. 


DOWNS & CO., Dept. 8411A, Evanston, Illinois 














THE HAIR ROOT 


if Destroy unwanted hoir PERMANENTLY. Use con- 
veniently at home. When you hove read ovr 
7 instruction book corefully ond learned to use 
if the new Mahler Epilator sofely and efficiently, 


=> then you con remove unwanted hoir FOREVER 
Yp i MONEY-BACK GUARANTEE (Our 76th Yeor) 


NEW 
*SEND wnt) Ae Lea FOR YOU: 
MAHLER'S. INC, Dept 858P PROVIDENCE 15. R. I. 














25 WALLET SIZE 
PHOTOS only $1.00 


MADE FROM YOUR OWN PORTRAIT 


perfect for job, school, and 
passport identification 












plus 25¢ 
handling 


FREE Beautiful Bes X | 
PORTRAIT ENLARGEMENT 


with each order 


Famous Roy Wallet photos, finest silk, 
double-weight paper. 21/2" x 3'/.". Send 
picture or negative with your order. 
Satisfaction guaranteed. 


ROY PHOTO SERVICE 


Dept. 4, GPO Box 644, N. Y. 1, N. Y. 
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Panel 





mFOTO PLUS * Dept.S ° 


| C) 25 Photos. $1 enclosed. 





BOX10 ° 


Rush by return mail my Wallet Photos as checked below: 
[} 60 Photos. 
Include my 6 humorous personal photographic greeting cards 

and envelopes with my Wallet Photos. | am enclosing 25c. 

| Enclosed is photo, snapshot or negative, to be returned unharmed 


Edge Embossed 








WALLET 


PHOTO 
QS roronr $ 


We pay postage — 
no other charges 









NEW EMBOSSED 
DEEP-SUNK PANEL EDGE 


Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as gifts to class- 
mates, friends, relatives . . . for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 pho- 
tos from one pose—or $2 for 60 photos. 
Order NOW—from the largest mail 
order photo studio in the East. Satis- 
faction and quick delivery ees. | 
NEW YORK 1,N.Y.—— 





Want 6 humorous 
photographic 
greeting cards? 


$2 enclosed. 


only 25¢ extra 


(actual value $1.00) 





with your wallet order. 





| NAME 
(Please Print) 
| ADDRESS 
| CITY ZONE__ STATE 





6 envelopes included. 








Yy 
é 
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Electric Foot Warmer 


No more 1 


nkies Comfrortat 


keeps your feet a 
The Electro Mat ts 


Operates on any 


cold feet .. 
ly warm 
| rubber 


AC or DC outlet, consumes less tha 


nade of Otl-resistant 


watts 14” x 21”. Can be used by 
me in ofmMee, store factory, Or house 
o. guarantee. Only $7.95 ppd. Interstate 


Rubber Products Corp., Dept. 402, 906 
Avila Street, Los Angeles 12, Calif.; 9108 
Meyers Rd., Detroit 28, Michigan. 
















PERSONALIZED 


TYPEWRITER 


WONDERFUL 
CHRISTMAS GIFT! 









ew ideo! 


TYPEWRITER 
Tw 


I 





vr 
Vv 
1 yur 
hoice of 1 
o xt ind 
urabl I yr 
ur Tr ) 
tudents te \nyone 
vho wl type er wi 
appreciat ou t htfu 
< Maize white pink 
vith black monogra h $9.98 
vith white State in to PPD. 
be monogrammed, Send check or money order 
MEDFORD PRODUCTS, Box 39, Bethpage, N. Y., Dept. 339 
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Most dazzling gem money can buy . . More brilliant 
than diamonds! Scientifically produced ADURA GEMS 
are just a tiny fraction of the cost of diamonds. A full 
carat unset ADURA GEM is yours for as little as $24! 
Every ADURA GEM selected, polished and cut by 
master craftsmen. 
Satisfaction Guaranteed or Money Back! 


MAY BE PURCHASED ON 
SMALL MONTHLY PAYMENTS! 
SEND NO MONEY! Write for FREE illustrzeted book 
of ADURA GEMS and complete tine of Men's and 

Women’s rings and jeweiry. No obligation. 


ADURA GEMS 


Dept. TA-118, P.O. Box 5210, Phila. 26, Pa 














CLASSIC PEARL NECKLACE 


Classic ‘pearl drop’’ necklace. Perfect for 
office and evening wear. Makes a lovely 
gift for a friend, too. Genuine cultured 
pearl with solid 14kt. gold cap and chain 
A $12.00 value—only $8.95 p.p., tax inc 

Also available set in heart — $10.95 p.p 














Now the real thing! Painted in vibrant 
oil color on silk canvas by brilliant for- 
@ign-born portrait artists. Incredibly 
low price. New technique. No posing. 
FREE Illustrated Brochure of specimens 


PRICE 
mailed on request. 


FREE 
LYNCH OIL PORTRAITS “™euldds 


402 HAZLETT AVE., Dept BALTIMORE 29, MD 



















ANNOUNCE YOUR FAMILY ADDITION wit! 
Birth-O-Grams. 


ments and matching thank-you cards tie 


clever These announce 


in with work, sport and hobby interests 
Pink and 


mit ordering before birth. Just 75 cents a 


blue color combinations pet 
dozen. New 64-page catalogue pictures 
Send 10 cents to Birth-O 
Gram Co., Dept. E, Coral Gables, Fla. 


9? designs 
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“ 
TV PAJAMA SET, for a more comfortable 
vou while you view The wonder of the 
vear for year-round wear—is machine 


washable, dries quickly, needs no pam 


pering. Comes in rose or aqua, splashed 
with glimmering gold: sizes 34 to 40. A 
Order trom lay Norris Lo 


New York 13, N. ¥ 


mere $2.95 


187 Broadway 





UNUSUAL LETTER OPENERS, tlhiese, made 
from 


silver knives from old place set- 
tings. Perhaps a duke with a powdered 
wig used one to butter his morning 
toast. All sterling silver, no two alike, for 
original-gift insurance. $6 each, ppd. 
The Jamaica Silversmith, Dept. TS, 79 


30 164 St.. Jamaica 2, N. Y. 
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ANNOUNCING 


A NEW ENTRY 








CONVERT TO A CONVERTIBLE Shopezy 
Rollbag. A wheel-con ealing handbag for 
publie transportation travel, it unfolds 
into a 26-inch high marketing rollbag. 
Made of vinyl with rubberized interior in 
blue-gray tweed or red-yellow-blue plaid. 
Only $4.95, ppd.: from Shopezy Rollbag, 


111 W. 57 St. New York 19. N. Y. 





THE WEARING OF THE GREEN—in this 
case, a peridot “circlet of flowers” pin 
and earring set. A touch of jewelry and 
your nine-to-five outfit is a five-to-nine 
natural. Also available in pearl, ruby, 
emerald, or light and dark blue stones. 
Pin, $2.50: earrings, $2. From Domi- 


nique, 210 Fifth Ave., New York 10, N. Y. 
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GIANT TOY TRAT N 


3% ft. long 


m OG 









Yes, over three feet of smoking train 
will puff its way into the heart of your 
favorite youngster. Loaded with play— 
engine really smokes—cars connect, 
disconnect—can carry loads. The en- 
gine, tender, and three cars are painted 
in gay colors—can serve as a decorative 
Christmas Card holder or candy “ex- 
press,” too. Complete five-piece train 
with real smoke device and train whis- 
tle ... ready to set up and play ... only 
$1.98 in attractive presentation pack- 
age. Made of heavy durable Texas 
Bristle board . . . it will be shipped 
postpaid and guaranteed or your money 


back. 


HERBERT T. SEAVEY 
P.O. Box 226, Dept. T-2 


Center Ossipee, New Hampshire 





we <3 
EVEN CHRISTMAS CARDS 
HAVE A TREE 


Now—trim a tree with Christmas 
cards. This clever revolving plas- 
tic tree is 11% inches high, holds 
50 cards (100 doubled), and is 
guaranteed to look enchanting on 
your desk, table, or television set. 
With a star and base of gleaming, 
untarnishable gold, this should 
please your eye for many a Christ- 
mas to come. Nicely gift-boxed 
and a nice gift. 
Only $1.25, postpaid 


ROSLYN SHOPS 
46-36 Bell Boulevard Bayside 61, New York 














GIVES You *100°° a Year 


AUTOMATICALLY 


with each Perpetual 
Date & Amount 
Bank. 25c a day keeps 
Date up-to-date. Also 
totals amount saved. 
Forces you to save 
daily, or Calendar 
Bank won't change 
date. Automatic 
saver for car, vaca- 
tions, home, pay- 
ments, etc. Automatic 
mechanism with key. 
Use year after year. 
©, Order several. Reg. 
$3.50, now only $1.99 each; 3 for $5.75; 6 for 
$11. Add 10c per bank for postage. LEECRAFT, 
Dept. TS, 300 Albany Ave., Brooklyn 13, N. Y. 
Sold by mail only. Prompt delivery. 
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LONGS, 


into DOLLARS! | 


NEW songwriters. poets share $33 millions 

3 yearly. Songs Composed, PUBLISHED, 
=. Promoted. Appraisal, info FREE from 

HF NORDYKE Music Publishers 

= 6000 Sunset, HOLLYWOOD 28B, Calif. 
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THE SECRETARY'S $ 98ers 


CHARM BRACELET POSTPAID 


(Fed. Tax. Incl.) 
Twelve accurate miniatures of the secretary's pro- 
fession, each beautifully Hamilton Gold-Piated 
and guaranteed perfect. Charms include pencil 
sharpener that turns, posture chair that even 
swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding machine, eraser, water 
cooler, Swiss cheese sandwich and coffee! $4.98 
In Sterling Silver, $19.95; 14K Solid Gold, $129.00 
Bracelet with 7 Charms: 

Hamilton Gold-Plated, $3.49 
Sterling-Silver, $12.50; 14K Solid Gold, $79.95 
Money-back Guarantee. Send check or m.o. 
PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 611-W, New York 10, N. Y. 











BIRTH ANNOUNCEMENTS 


40 Different, Delightful Designs to 
tie-in with WORK, SPORT or HOBB 


ONLY 50¢ ano 75* PER DOZEN, POSTPAID 
OJORDER DIRECT FROM PUBLISHER awo SAVE 


BIRTH-0-GRAM CO. 


DEPT E CORAL GABLES 34, FLORIDA 


















: EUROPE BOUND? 


e World travelers know 
‘ EUROPE IN A SUITCASE 
is the best book to read before 
going abroad. It’s jam-packed 
with down-to-earth advice, 
gives twelve check lists and 
hundreds of travel tips to help 
you prepare for your trip with 
complete caim. Its get-ready 
calendar tells what you 
must do in the months be- 
fore you leave home. 

Send today for the Fourth 
Revised Edition of this fact- 
packed book . . . the sooner 
you read it the more time 
and money you'll save! 

@ Edition Makes a perfect gift, too, 
for men, women, and teen- 


. 
e $1.10 ppd. age travelers. Just $1.10 ppd. 


e . 

. Muriel W. Scudder 

Z 228 Abbey Road, Manhasset, New York 
ececeeeeeeeseeseeseeeeeeeeeee 





@ Fourth Revised 
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AS A BUNNY 
books, 


your 


OUICK 
~ 
Person your checks, 
with a 


alize stationery, 
reproduction of 


distinct 


and papers 
address so 


One 


name and as to 


appear 


actually printed unit in a 


compact 





color streamlined jewe case 
I e gift. Blue and Gray or Beige and 
Brown. Script style or print. Specify whicl 


2.95 ppd. Send for free gift catalog. 


DON ROGE RS 


Bonner Ave., Sun Valley 2, Calif 














| ies THE LARGEST 


CHRISTMAS CARD 
Dy IN THE WORLD! 
i S t bigwest 
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FREE! With each order a year’s “sanctions 6 is- 
sues) to = te Gift Magazine! FREE on request 
a single our unusual Gift Magazine. 
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me SPENCER GIFTS, 949 Spencer Building, Atiantic City, N. J. cum 
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LADY ARLENE TV "HEART. SET 


«isc ‘ box at ‘ ext charge r 


Federal Ex« I ist S4.05 ce ete 
LOGAN PRODUCTS, INC. 
Phila. 26, Pa. 














Dept. T-118 P.O. Box 5210 

TROPICAL TRIP! 
We know 
islands for 


lovely 

vacation. We 
prices—all the 
an excitingly different 
Membership only $10 
and photos on 8 or more 
enchanting islands Write for details: 
Studio 14, Islands in the Sun Club, Inc., 
117 Liberty St., New York 6 


little-known, surpassingly 
an unforgettable 
know the good inns and 

facts. You can find 
place to go 
intormation 


gives 
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Cat-Owning 
Friends 


The Perfect Gift 
CATS MAGAZINE 


i f Articl I’ 
Poems, New Every M 
wiA ft All A . ‘ 


Send only $3.50 for each full 
year subscription. 
(Samples 35c) 


CATS—528 House Bidg. 
Pittsburgh 22, Pa. 
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HW «UGLY FAT | = 

& for a Glorious Figure ' ' 

' $25.00 VALUE i A t 

s Your Price $"795 = 

i. Tane on fat where it Ine id f t 

4 Fed.tax <A¢ st ' 

he alae shentetienettenaet No COD's pi | 

© ELECTRIC GLORIFIER MASSAGER § 

q Gets at the str ate gic spo tummy, hips t i rut 

8 rollers vibrate flabby tis sally ee action takes « ff inches a 
Sam ty € 8s € costs us s uch “rT tae ye if 

© ‘fashionable cule sage Tsk, ae. Cells UL. aewreeed ; 

i Money-back Guarantee 

§ JAY NORRIS CO., 487-TD Broadway, New York, N.Y. & 
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FABULOUS, NEW 


5-Ft. Long Balloons 


Twist Into A Thousand Shapes! 
GIRAFFES-DACHSHUNDS — Pets of All Kinds 


et $ Add 25¢ 
LIVE LATEX 200 FOR 1 "Mention 


Delight Kiddies — Grown-Ups, Too! 


Almost 5 feet long when inflated. Balloons this size usually 
sell up to 25¢ each. Send only $1 now. Plus 25¢ postage and 
handling for 200 in a variety of gay colors! Supply limited 
at this low price, so order several sets NOW for GUARANTEED 
PROMPT DELIVERY. 

MONEY BACK GUARANTEE. FREE Complete Instructions. 


MURRAY HILL HOUSE 


Dept. B-36, P. O. Box 251, Bethpage, L. |I., 


N. Y. 











$$$ EDUCATION PAYS $$$ 


Earn more; get 


a better job or promotion; 
learn new skills; 


meet increased competition 
for jobs; remedy weak spots in your educa- 
tion; increase social prestige. Write today 
for new brochure listing complete home study 
business courses for business women. New 
CPS review courses, too! Business Research 
Associates Incorporated, PO Box 7093, 
Long Beach 7, California, 




















BOX OF 


100 
ENVELOPES, $2. Name in 


INFORMAL NOTE CARDS, 
raised letters. 
6 type styles. Ten boxes, $18.50; Twenty 
boxes, $35. (All different names if desired.) 


FREE SAMPLES 
GALLAGHER’S, Box 115, Hazleton, Pa. 
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FOR WOMEN 
ton kitchen 


Spice 


who dream of a push-but 
a Salem maple Push-O-But 
Rack. Just touch the button. 


and out pops the Sprle ecan ot your ¢ hoice 


ton 


Fashioned for standing alone or hanging 
from the wall. Only $5.95, ppd.: from 
Ou-Tre-Mer Co., 1501 Wirt Rd.. Houston 
24, Tex 


ia 


nee 
7 
§ 





STANDING ON A CLOUD? Well. almost 
The cloud in this case is a luxurious 
Bathscale Bonnet of 10067 orlon. Color 


fits any standard scale. 
pink, or vellow. $1.49, ppd.: 
Dept. Tay 
Tex. 


fast, easy to wash, 


Choose blue. 
from Grandma Pennypincher, 
P.O Houston 1, 


Box 750, 








MEXICAN IMPORTS 
FREE CATALOG 


Handtooled leather Purses, Brief- 

casesand many other imports from 

Mexico and around the world. Buy direct 

from Importer and SAVE. Send Card NOW 
to NORTHERN IMPORT CO., 

Dept. 116 Reed City, Michigan 
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SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 


CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 








TODAY'S SECRETARY 





h-but 

)-But 
utton, 

hoice 
inging 
trom 


ruston 





ilmost 
Surious 
( olor 


1 scale. 





‘ARY 








NO MORE CANDLE WRAPPING or shaving. 
Candle-Dapter makes candles fit any size 
candleholders. One rim adjusts to candle 
size, the opposite will adjust to the hold- 


er. Available in satin brass or silvertone 
finish: two in a package. Just $1 a pair, 
ppd.: from Mr. Herbert T. Seavey, P. O. 


Box 226, Center Ossipee, N. H. 





A WHALE OF AN IDEA—your bright blue 
whale pillow. His loud red mouth and 
white fins and flippers brighten any room. 
Children find his roomy 21- by 14-inch 
body a comfortable TV cushion. Yours 
for $5.95. Order from The Edwin House, 


145 West 4 St., New York 12, N. Y. 





YOUR PICTURE AND IDENTITY, packaged 
in plastic for convenience and perma- 
nence. On one side, a photo: on the re- 
verse, an identification form. With every 
order of 25 wallet-size photos, one plastic- 
sealed photo-identification form is sent 
free. For each extra, 35 cents; three for 
$1. Order from Application Photos, 
Dept. 99, Box 271, Salem, Mass. 





CUTE AND GAY! 


PANTY 

SET 

with 
HOLIDAY 
GREETINGS 


Here's a new way to put vourself in a festive mood! 
Two pairs of dainty 55 denier non-run tricot acetate 
ladies’ panties, that bear holiday greetings. ‘‘Merry 
Christmas" is embroidered in red on the white pair 
—and ‘‘Happy New Year’’ in white on the black pair. 
In size 5, 6 or 7. Gift Boxed. Set. ....$1.50 ppd. 


RAINCAPE FITS EASILY 
IN YOUR PURSE—COVERS 
YOU FROM HAT TO HEM! 


Now carry protection from the weather. 
right in your purse. Have a silver lining 
ready for any cloud that comes along! 
Sparkling transparent plastic Raincape 
folds and fits into a neat little case only 
4” x 512”. Open it covers everything 
from your hairdo to your hem—keeps 
you pretty, cozy and dry! Featherweight 





One size fits every one 69¢ ppd 
Send Check or Money Order. } 
Satisfaction Guaranteed ) 
or Money Refunded v 


FREE! With each order a year’s subscription 
(6 issues) to our f Gift M ine! 


FREE on request a copy of our unusual gift magazine. 


SPENCER GIFTS 


927 Spencer Building, Atlantic City, N. J. 








TYPEWRITER-DESIGNED 
CHRISTMAS CARDS 
IN GLORIOUS COLORS! 


Unusual! Designed by Julius Nelson. Be different 
this year and send your friends and relatives these 
typewriter-designed cards. Ten cards, all in color, 
with matching envelopes. (You will get two of 
each of five different designs.) Boxed in a pat- 
ented, hinged transparent plastic box that may be 
used in many ways. Cards may be framed when 
they have served their original purpose. May also 
be used for bulletin-board display. $1 per box. 
ARTISTIC TYPING HEADQUARTERS 
4006 Carlisle Ave., Baltimore 16, Md. 

Please send boxes of Christmas 


Cards @ $1.00. 

NAME 

ADDRESS 

CITY STATE 











MAKE MONEY WRITING 


SHORT PARAGRAPHS 








FREE! Send name—no 


money—for names and ad- 
dresses of editors now buy- 
ing from beginners, also 
descriptions of short para- 
graphs for which they pay 
a $2.00 to $25.00 each. 


you don’t have to be a trained author to make 

money writing. Hundreds now getting checks 
every week for short paragraphs. I tell you what 
to write, where and how to sell. Easy coaching, no 
tedious study. Lots of small checks add up quickly. 
Send name for information and list. I'll mail every- 
thing right away—Free! BENSON BARRETT, 
Dept. 115Y, 7464 N. Clark St., Chicago 26, lll. 





New Luminous ‘‘Scriba-Lux’"’ 
Writes in the Dark! 
Ball-Point Pen Flashlight 
One-Hand Operation! 

West German precision-built, quality import 
A UNIQUE GIFT—-sturdy and handsome, most 
suitable for NAME ENGRAVING. An indis- 
pensable Companion for many professional 
business, and private users. Spare parts read- 
ily available. WARRANTY AND 10-DAY 
MONEY-BACK GUARANTEE 
INTRODUCTORY PRICE—S4.75, postage ppd. 

(cash or M.O.). Ret. pr. will be $6.75 
Literature available. ORDER EARLY! 
The D’Erweg Co., Tarzana 2, Calif. 
Direct Importers of ‘‘Scriba-Lux’’ 




















CHURCH CAP 


Attention: Christmas Shoppers. 
Ideal Pollyanna Gift The Chan- 
tilly Lace Church Cap replaces the 
handkerchief so often thrown over 
the head during unexpect 





i church 





visits Smart evening "essory 
Imported from France in Black or 
White. Folds into self-sealing case 
to carry in handbag 16" x 16”, 





$1.50 ppd. Send for free catalog 


UNIQUE SPECIALTIES—Dept. TS-505 
Xx 348 S. 16th St., Philadeiphia 2. Pa. 
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ORBIT EARRINGS 


Perfect for your Christmas 
social whirl and for gift giv 
ing, @ whimsical adaptation 
from today’s headlines. Made 
of gleaming Sterling Silver 
Circles, the result is simple 
but striking. Yours for $2.95 
PPD. SEND FOR FREE 
CATALOG 

UNIQUE SPECIALTIES 
Dept. TSX. 348 South 16th St. 

Philadeiphia 2, Penna. 
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CENTER... 


PICA, OR 
VARIABLE 
SPACED 
TYPE— 
EASILY, ACCURATELY— 
IN SECONDS, WITH THE 


STENOGRAPHIC CENTERING SCALE 


only $1 postpaid 
1511T Algona Street, Dubuque, lowa 
SATISFACTION GUARANTEED 
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FROM THE ~~ 
WORLD'S FOREMOST 














That's right .. . TWENTY-FIVE 
wallet size copies of your graduation 
picture. Ideal for giving friends, rela- 
tives, or attaching to college applica- 
tions. Made on finest silk-finish, double 
weight paper for permanence and beauty. 


Send ONE DOLLAR with your finished 
graduation pane or glossy print. Your 
original will be returned unharmed with 
order in a very few days. Minimum 
order: 25 pictures from one pose. 

Satisfaction guaranteed or your 
money back. 


™™ LARGA-PIC — BOX Z-20™ 







~ BROOKLINE 46, MASS. : 
Enclosed is $........for..........pleteres 1 
B  Neme : 
a ee et te ee ere a 
ROOD nner snc nnssseneervnescnnnenanvessstnnveconnnen 4 
5 (Clty Zone( ) State . 
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to a desk’ 


small investment—BIG RETURN 


BOSTON CHAMPION 
PORTABLE PENCIL SHARPENER 
4 DECORATIVE COLORS 
green-blue-sandtone-gray 
® less time wasted 
® better efficiency 


® less than 1'¢c a day for one year 
with long life ahead 


Send for free comprehensive report on sharp- 
eners, Booklet Y. 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 


























4-WAY FLICK A LINE 


the only complete copy holder 


Reverse its panel! 
Change its height! 


Flick its rubber wheel! 


Left or right! 


Genuine walnut base with pencil groove and 
book ledge. Inclined masonite panel 834 x 14. 


Can be used vertically or horizontally. 


$6-50 prepaid 


Preferred by professionals 


FRANKLIN TABLE COMPANY 


116 N. 4th St., Louisville 2, Ky. 
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Filing 
Problems 
In Your 

Business? 





Then get the new R-Kive File—lightweight, 
portable, with many uses in office 
and home. Either letter or legal size 
folders fit in this one file. Strong, 
corrugated fibre board with handy “‘tote”’ 
openings front, side and rear for 
easy handling. Read-at-a-glance index 
area. Attractive, fade-proof finish. 


RKive Fe 


2 ior 9250 


Postpaid 





Write For Additional Information 


» 


be” BANKERS BOX CO., Dept. TS-11 


Fone’ 2607 North 25th Ave. Franklin Park, Ill. 





PREPARE REPORT 


(Continued from page 12) 








WELDON ROBERTS ERASERS 


for quick, easy, 
“pull-string’’ pointing f 
Convenient pencil length and bis 
balance. M3 
protected by its paper wrapping. a 
Save your time and temper by pg 
using these neat-and-fast-work- 54 
ing Weldon Roberts Erasers. 


Write us on your business letterhead NOW 
for the eraser mentioned here that you’d 
like to try. Please mention the name of 
your stationer 


WELDON ROBERTS RUBBER CO. 


No. 138 BALL POINT. New formula 
GREEN RUBBER, particularly developed 


No. 378 Graypoint. Businesslike gray rubber. 









HERE'S 


CONVENIENCE @la0 


With These Top Quality ¢ 











in convenient 


SPIRAL omc \ 
PAPER ane 8 
WRAPPED 


Rubber stays ftresh, 


inusa 


WRITE FOR FREE SAMPLE ‘a 
OF YOUR CHOICE 


ve 


=. 


Newark 7, N. J. 
World’s Forer 





»st Eraser Specialists 


FOR ERASING 
BALL POINT INK & LEAD. 








FOR ERASING INK, TYPING, 
BUSINESS MACHINE WRITING. 


vemerer sense SE 


Waldon Robes 
Enon 


Correct Mistakes in Any Language 














should obtain permission to quote the 
material from the holder of the copy- 
right. Write him a letter giving the lead- 
in material, the actual quote, the purpose 
of the report. and the publisher's name. 

Be sure that all quoted material is 
identified either in the body of the report 
or in footnotes typed below a short di- 
viding line at the bottom of each page. 
It is best to number your footnotes indi- 
vidually on each page. rather than con- 
secutively from beginning to end of the 
report, since any one footnote can then 
be eliminated without affecting the other 
pages. Be sure each footnote gives the 
author's name, title of article or book 
quoted, name of publication or pub- 
lisher, publication date, and pages where 
reference will be found. 

VI. The Title Page: This demands 
careful attention to spacing, and you may 
have to experiment to get the best ar- 
rangement. It is preferable to space the 
title out rather than crowd it. You can 
single-space between each letter of a 
word, double-space between the words 
themselves, and underscore each word. 
Lse more than one line if necessary, and 
watch for natural phrasing when you 
divide the title. The authors name. any 
pertinent information as to company 
name and address, and the date should 
also be included. 

Vil. Table of Contents, Illustrations, 
Index: The table of contents is naturally 
It lists the 


main topics or chapter titles and page 


one of your last typing jobs. 


numbers. Listing the subheads and their 
page numbers beneath the chapter titles 
is very helpful. Double-space before the 
titles, single-space for the indented ma- 
terial. 

The list of illustrations, charts, and 
tables is also useful and follows the same 
format. 

Not every report needs an index, but 
when you are faced with this problem, 
take a carbon copy and underline in 
color everything that should be included. 
Then type each item in noun form, with 
its proper page number, on an index 
card. Sort the cards alphabetically and 
type the index from them. To be of 
value, the index must be accurate and 
complete. 

VIIl. The Bibliography: This is an- 
other optional section. It may be one of 
several types. The selected bibliography 
lists only those sources from which the 
report was prepared, if these were not 
part of the company files or reports. A 
comprehensive bibliography requires the 
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listing of all material on the subject 
published within a specified time. An 
annotated bibliography is one including 
a brief explanation of each reference. 
These are all listed alphabetically ac- 
cording to author. 

IX. Appendix: Sometimes a very long 
or technical report requires an appendix 
consisting of further reference material. 
lt is prepared in the same form as the 
hody of the report and generally follows 
it. 

\. The Covering Letter: 


used as an explanation of the need for 


This can be 


and purpose of the report. In it the 
author can express some of his own feel- 


ings about the subject matter and arouse 


the reader's interest. 

XL. Last-Minute Comprehensive Check: 
Even though you may have proofread 
each section as you completed it. you 
will want to give the report one final 
voing over before releasing it. A check 
list of what to watch for in each section 
will be helpful. It is worth taking the 
time to recheck any figures carefully. 
Your employer will be grateful for the 
extra care you give to catching all errors. 

Preparing a good report is not easy for 
either you or your boss. but a job well 
done—and the results it obtains for your 
company—is worth every bit of effort 


you spend on it. 





ry 
> ~~ , 
leasers 
(Key to quiz on page 48) 


Note: Pronunciations are those in the Mer- 
riam Webster's New Collegiate Dictionary. 
Wherever the dictionary allows two pronun- 
ciations, only the first is considered. 1. d: 


2. a; 3. c; 4. a; 5. b; 6. b: 7. d; 8. b; 9. c; 
10. c; lL. ec; 12. a: 13. d: 14. c: 15. d. 





(Key to project on page 38) 


LETTER 1 
Line 1 of letter—farsighted; line 2 

comma after However: line 4—question 
nark after today: line 5—up to date (hy- 
phenate when noun follows, as up-to-date 
will): line 6—heirs, sometimes (1 word): 
line 7—expensive, proceedings: line 8 
carefully: line 9—comma after originally 
(adverbial clause): line 10—competent; 
line 15—put a period after made and start 
next sentence with They (run-on sentence ) : 
line 16—advantages: line 17—an, executor. 


LETTER 2 

Line 1 of letter—superintendent; line 4— 
accede; line 5—recall, originally; line 6 
no apostrophe after months; lines 7 and 8 
one-year lease(s); line 1l1—was: line 13— 
spell out page: line 15—no hyphen in three 
years; line’ 16—comma_ after paying 

lverbial clause) ; line 17—your (you're is 

ontraction for your are); line 19—no 

trophe after yours. 


Vovember, 1958 








EMPLOYMENT AGENCY DIRECTORY 


Are you looking for a new job? On this page, every 
month, you'll find listed 
agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first. 





reputable employment 














CHICAGO NEW ENGLAND 
(BIRCH ‘ Furnishing 4 THE WILSON AGENCY 
Qualified Secretaries to the One of New England’s finest! Fully co-ordinated. 
a . i Excellent staff with superior facilities to get 
* High-Paying Chicago the job done promptly. Your résumé will re- 
Market On An ceive immediate and continuing attention until 
SECRETARIAL Employer Pay Fee Basis you are happy once again 
PLACEMENT 


59 E. Madison * Suite 1418 











. oa \ CEntral 6-5670 a 





54 Ch h St t 
GENERAL OFFICES: fe-srong’S. bonvecticut 


BRANCHES: Middietown, New Gritain, Springfield 








HOUSTON 





501 Melrose Bidg. 
ess 


Girls Only 


ell 


EMPLOYMENT COUNSELORS 
CA 4-6331 Houston, Texas 
SINCE 1924 
Courtesy to all is our policy. Our counselors 


ire trained placement specialists ... and 


YOU are our special interest 





SAN FRANCISCO 

















IN HOUSTON IT’S 
QUINBY EMPLOYMENT SERVICE 


For Secretarial and Related Positions 
‘‘Houston’s Oldest—Under One Owner’’ 
406 Bankers Mortgage Bidg., Houston 2, Texas 








Career-wise Job Seekers Go To WESTERN 


Sy 
CALIFORNIA'S LARGEST FEE AND WO FEE AGENCY ae 
y* 
995 Market St., Sen Francisco — — } 
DOugios 2.5486 : 4 
astern : - | = a 
4 x 


Want information about employment agencies in 
other cities? We'll be glad to furnish, on request, 
names of reputable agencies in cities not listed 
here. Send a stamped, self-addressed envelope 
with your request. 


TODAY'S SECRETARY 
330 W. 42 STREET NEW YORK 36, N.Y. 
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* 25 CUSTOM * SAMPLE 
RESUME 


WEIGHT WALLETS 


Now, custom weight thinsies make your wallet 
photos twice as useful. You can carry more in 
your wallet. They attach to resumes better. For 
yourself, or as gifts to family, relatives and 
friends. Keep extras handy for unexpected needs. 


FROM 





* PLASTIC 
IDENTITY PHOTO 


You receive free sample resume with instruc- 
tions for use of these photos when seeking new 
position. Also free, a plastic sealed identifica- 
tion photo after you fill in back. Today's biggest 
bargain — $2.00 value, $1.00 plus 25c shipping. 


You'll love your wallets or money returned, 





NAME 

plus 25c ADDRESS 

shipping | city _ 
| 








$2.00 VALUE | APPLICATION PHOTOS, Dept. 22 
| Box 271, Salem, Massachusetts POSE 


ALL 3 \ = 


FROM ONE 


We enclose portrait or photo (which will be returned un- 


_for “ALL THREE". 


ZONE STATE 


Printed name and address assures faster service. 
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French and Fashionable 


It isn’t every day that we hobnob with 


French designers, so as we wended our 


way to the Waldorf to interview Pierre 
Cardin, we  were—understandably—a 
little nervous. What clever questions 
could we ask? Should we have worn a 
trapeze instead of last season's chemise? 
Most frightening of all. how would we 
manage with our high school French? 

All the worry was in vain. Monsieur 
Cardin may be a top designer, an arbiter 
of fashion—but in addition he is a very 
handsome young man with a charm and 
gallantry that puts one immediately at 
ease. He spoke English—with a delightful 
French accent—and when he or we would 
hesitate over a word or a meaning, there 
was an interpreter to leap gracefully into 
the breach. 

Pierre Cardin is in the United States 
at the invitation of McCall's Patterns, 
for whom he recently designed six outfits 
—among them a chic cocoon coat. a 
beautifully simple suit, several dresses, 
including a white satin knockout. All the 
designs are available to home sewers, 
and after seeing the finished products 
(MeCall’s whipped them up for a special 
fashion show), we ve decided to take up 
sewing ourselves or, that failing, to find 
a good dressmaker. These clothes may be 
made in Qhio or North Dakota, but 
they Il look as if they came from Paris. 

When we asked Monsieur Cardin how 
the average working girl could look well 
and in fashion on a modest budget, he 
was quick to point out that here patterns 
could play an important part. Better a 
simple, well-made dress with good lines 
and good fabric than an overelaborate 
outfit that uses buttons and bows to dis- 
guise its poor cut, it's lack of fit. 


What about hemlines? we inquired, 
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thinking we might garner some advance 
knowledge about 59's fashions. We didn't 

but we did learn something about de- 
sign. Pierre Cardin explained that there 
is no such thing as an arbitrary hemline 
length running throughout a collection. 
Rather, the individual dress is designed 
in perfect proportion—the lines of one 
style may demand a longer skirt than 
those of another. 

Color was emphasized in the Cardin 
collections this year. “Its flattering.” the 
designer declared, “and in these days of 
world tension, it raises the spirits to see 
bright shades.” 

Eventually, the subject of hats came 
up. and Monsieur Cardin’s eyes glowed, 
his accent became more pronounced. A 
hat is an essential part of any costume, 
he said emphatically. With it a woman 
can change her mood, her appearance, 
her whole effect. A hat adds interest and 
life to a woman's face. What would the 
Indian, the sheik. the soldier be without 
his headgear? He shot at us suddenly. 
He wouldn't look half so interesting. 
Well... neither does a woman. 

The ultimate French touch: We left 
feeling that Pierre Cardin is one who 


understands women. 


Legal Notes 

Texas had another chance to boast 
when Mrs. Elena Rapp, of Fort Worth, 
was chosen as the Legal Secretary of the 
Year at the convention of the National 
\ssociation of Legal Secretaries. Run- 
ners-up were Mrs. Elizabeth Walsh. of 
San Diego. California, and Miss Margie 
Joan Stephens, of Marietta, Ohio. 

Mrs. Rapp was officially crowned by 
Senator Joe Eaton of Miami. Her re- 
wards: a host of gifts and prizes. \ 
partial list of her accomplishments: presi- 





dent of the Texas Association of Legal 
Secretaries. work on the Legal Education 
Program of the Association, invaluable 
assistance in the preparation and de- 
velopment of the New Professional Legal 
Secretary examination program. 

A legal secretary for thirty-five years. 
Mrs. Rapp was asked if she had any ad- 
vice or a special recipe for being a good 
legal secretary. “l have none.” she stated 
simply. “What one boss likes. another 
does not. A good secretary will find out 


for herself what to do and when.” 


Briefly Speaking 

Miss Cuba of 1959 is a stenographer. 
Pretty Arminia Perez studied at Havana 
Business Academy. went on to office work 
and fame... 

Teachers from Ohio, Michigan, West 
Virginia, Pennsylvania, Indiana. and 
Kentucky will gather at Detroit's Mary- 
grove College on November 28 and 29 for 
the Central Unit Meeting of the Catholic 


Business Education Association. 


Help Wanted 


In all major disasters, children have 
been the victims. They have been left 
orphaned, crippled, sick, hungry. desti- 
tute—tomorrow s citizens without a fai 
chance to grow up. 

The Foster Parents’ Plan was organ- 
ized to help just such victims. Since its 
inception in 1937, 76.000 children of 27 
different nationalities have been reha- 
bilitated. They are now. self-sustaining, 
contributing citizens in their own coun- 
tries. But there are still thousands of 
others who must be helped. 

Just how does the plan operate? Well. 
individuals and groups known as “Fostet 
Parents” contribute $15 a month (S180 a 
year) toward the support of a particular 
child. The Foster Parent receives the 
case history and photograph of the child 
—the child, in turn, is informed of his 
parent and writes him monthly letters. 
There is no mass relief—every child re- 
ceives individual care according to his 
own particular needs. 

Admittedly, a secretary has many fi- 
nancial obligations and might find it 
difficult indeed to pay out another $15 
a month. But how about 15 secretaries 
getting together, each contributing $1 a 
month? For the secretary that dollar 
might necessitate bringing lunch one day 
a month or giving up the movies for one 
night. For a child in Europe, Korea, o1 
Vietnam it might mean the difference 
between life and death. 

For further information about the Fos- 
ter Parents Plan, you can contact its 
international headquarters at 352 Fourth 


Avenue. New York 10, New York. 
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For faster, more economical typing, your boss is sure to go electric— make sure he goes IBM! 


s You'll be pleased at how mucheasier Your boss will be pleased at the in- 
b it is! Yes, typing « IBM isa joy creased office efficiency! The IBM 


1 less Electric turns out more tvping in less 

la And no time with less effort. Naturally this 

matter what yu US very let- means vou’re more efficient and 
s ir boss will be pleased at the lower 

ing costs! And IBM is the simplest 

oss for electric in design and operation—the 


most dependable in periormancs ! 











ELECTRIC =) “2am 
TYPEWRITERS }~@ 





25 YEARS AGO IBM introduced its first electric typewriter... 


this year IBM continues its leadership with its one millionth electric typewriter! 


How Kathy won out—with Esterbrook 


Katherine Bond was a wizard —a whiz 





At typewriter, file case and phone. 
But dictation would toss poor Kate for a loss, 
She could take it or leave it alone. 


You'd feel the same way if you couldn’t read your Gregg back.) 





One morning Kate sat bewailing her lot 

When that dreamboat, Bill Williams passed near. 
The sight of such sadness touched Billy’s soft heart, 
‘Please tell me your trouble, Kate dear!”’ 





(Aathy was willing!) 











He handed our Kathy an Esterbrook pen 
With the Gregg-approved point, if you please. 
Then dictated a letter at a 120 clip, 

Which Kathy read back—with ease. 


(A cinch with Esterbrook, the only fountain pen 


with a Gre gg-approved replaceal e point.) 





The secret lies in that even Gregg line, 

Ordinary pens can’t supply it! 

But an Esterbrook can —with Gregg-approved point. 
See your Esterbrook dealer and try it. 





(When you're there, you'll notice that Gregg-approved point. No, 1555 is Jf 
just one of 32 precision-made points. If your point is ever damaged, @ 
new one threads in in seconds and costs only 60¢) ; 
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While back at the office: —Our Kathy won a promotion since she’s now so 
all-around clever—To promote herself as Mrs. Bill will be her next endeavor. 









—the only Gregg- 


approved pen with replaceable points. Just $2.95 





